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Introduction 
 

The purpose of this document is to support the Galaxy end user in completing purchasing 
transactions in the Galaxy system.  This manual incorporates step-by-step instructions for each 
purchasing screen found in the purchasing module of the Galaxy system.  Each step is 
accompanied by a screen capture for easy viewing and further assistance. 

 

The Purchasing module creates transactions that interface with other Galaxy modules.  

 

 

Receipts & 
Asset Management 

On Line  

Approvals 

PURCHASING 
Requisitions  

Annual  
Open Purchase Orders 

Contracts 
Construction/Facilities Pos 

Internal Transfer Requisitions 
 

 

    Accounts Payable Financial 

Vendor 

      Year End 
              Accrual  
               Processing 

          Requestor 

    User Security 
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The Galaxy Purchasing module is a line driven procurement tool.   The purchasing activity 
begins with the requisition process.  Galaxy has built in flexibility for electronic purchasing 
transactions to flow through various levels of user-defined approvals and district specific 
options.   

Electronic purchasing transactions require information from various departments with the 
district.  Prior to deploying Galaxy Purchasing, the district will use the Modify District 
Purchasing Options Screen to setup a series of district specific options.  The district will also 
define user approvals and roles in the system.  

 

Purchasing Module Components 

   Contract Management 

   Item Catalog 

   Location Management 

   Purchase Order Management 

   Purchase Requisition Managements 

   Receiving Management 

   User Security and Approvals 

   Vendor Management 

 

Other Modules receiving updates from Galaxy Purchasing 
 

Accounts Payable 

 The Purchasing system creates Accounts Payable transactions from Purchase 
Order payments, Direct Payments and Credit Memos.  
 

Asset Management 

 Any purchases received or paid that meet GASB 34/35 requirements, will 
automatically become a pending asset and will be update to the Modify Asset 
Screen.  

Financial 

   The Financial module maintains all of the purchasing encumbering and 
expenditure information.   

Year End Processing 

   The Purchasing system sends accruals to the Modify A/P Accruals screen.  

   During the Accrual Processing Period, purchase order line items can be 
transferred back and forth between fiscal years. 
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Support Plan 
 
There will be trained staff available from the Data Center and Help Desk at RCOE to assist with 
Galaxy questions and to help resolve any issue which may arise.  Initial calls for assistance will 
be made to the Data Center at 909-826-6524.  Emails can be sent to galaxy@rcoe.k12.ca.us. 
Should they need additional assistance, System Support will be available.   Additional support is 
also available through the Applications Systems Trainers and the System Development 
Department.  Should these avenues be unable to resolve the issue, our contacts at Optimus 
Consulting and Coyote Works will be notified. 
 

Manual Conventions 
 
On any screen where the information has been changed, the  button must be clicked 
before leaving the screen.  The data is not saved to the database until the Save button is clicked. 
 
In most cases, leading zeros are not required, i.e. 0025 can be entered as 25. 
 
Dates are entered in the following format (M/D/YY).  An exception would be a year prior to 
1950 which requires all four digits for the year, i.e. 1948.  
 
Dashes are not allowed in Galaxy.  Do not enter them in Social Security Numbers, phone 
numbers, etc. 
 
The keyboard Tab key can be used on most screens to move to the next field.  Shift-Tab will 
move the cursor to the previous field. 
 
On screens where the following appears: 

 – Add new line or record - click the Add button and type in your data. 
 

 - Duplicate a line - If the line you are adding is similar to another line, select the 
similar line and click the Dup button.  This will duplicate the line and you can then modify the 
data. 
 

 – Delete a line - select the line by clicking on it and click the Delete button to delete 
the entire row or record.   
 

 - Print the data - The information displayed can be printed from the browser or 
copied to Excel by clicking the Print button.   A document describing how to make Excel the 
default for the Galaxy print button is available on the Galaxy Training web site.  
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To Modify existing data - click in the field you want to modify, delete the data in the field with 
the keyboard Delete key, and type in the new data. 
 
Wherever a button is described, the name is displayed in bold type, i.e. Save, Print, etc. 
 
 
 
 
The columns on the screens and pop up lists can be 
sorted in ascending order by clicking on a column 
heading (shift-click for descending). 
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Purchasing Module Navigation Menu 
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 Purchase Requisition Management 
 
Purchase Requisition Management consists of the following screens: 
 

Approve Purchase Requisition 

Modify Internal Transfer Purchase Requisition 

Modify Internal Transfer Types 

Modify Open Purchase Requisition 

Modify Purchase Requisition 

Process Internal Transfer Purchase Requisition 
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Approve Purchase Requisitions 

Approve Purchase Requisitions 
This screen is used to approve purchase requisitions. 
 
Step 1 

From menu select 
Approve Purchase 
Requisitions 

 
Click OK. 
 
 

 

 
 

Step  
To generate a list 

of purchase 
requisitions to 
approve 

 
Click Find. 
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Approve Purchase Requisitions 

Step  
To approve 

specific purchase 
requisitions enter “Y” 
in the Approve Field.   

 
To approve all 

purchase requisitions 
check the “Approve 
All” Checkbox. 

 
Click Save 

 

 
 

Step  
Click the Items 

sub tab to view 
information regarding 
the item(s) on the 
purchase requisition 
selected in the view 
above. 

 
 

 

 
 

Step  
Click the Account 

Distribution sub tab 
to view information 
regarding the account 
distribution on the 
purchase requisition 
selected in the view 
above. 
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Approve Purchase Requisitions 

Step  
Click the Notes 

sub tab to view 
information regarding 
the notes on the 
purchase requisition 
selected in the view 
above. 

 
 

 

 
 

Step  
Click the 

Authorized Purchaser 
sub tab to view 
information regarding 
the authorized 
purchaser on the 
purchase requisition 
selected in the view 
above. 

 
 

 

 
 

Step  
Click the 

Approvals sub tab to 
view information 
regarding the 
approvals on the 
purchase requisition 
selected in the view 
above. 
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Add a New Internal Transfer Purchase Requisition 

Internal Transfers Purchase Requisitions 

Add a New Internal Transfer Purchase Requisition 
The Modify Internal Transfer Purchase Requisition screen is used to create new internal transfer 
purchase requisitions.  This screen has been developed for transfers within the District and is 
specific to object code 5700- (i.e. Repo, Field Trips, etc.).   
 
Step 1 

From menu select 
Modify Internal 
Transfer Purchase 
Requisition 

 
Click OK.  
 
 

 

 
 

Step 
To add an internal 

transfer purchase 
requisition, select 
Internal Transfer  
P. R. Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Add a New Internal Transfer Purchase Requisition 

Step 
Add detail internal 

transfer purchase 
requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Items tab. 

 

 

 
 
NOTE: Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step 

To add an item(s) 
to the internal transfer 
purchase requisition  

 
Select an Internal 

Transfer Type. 
 
 

 

 
 
NOTE: Internal Transfer Types must exist before they can be 

selected on this screen.  Internal Transfer Types are set up 
on the Modify Internal Transfer Type screen. 
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Add a New Internal Transfer Purchase Requisition 

Step  
To add a line item 

to the internal transfer 
purchase requisition, 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window 

 
Click Save. 

 

 

 
 

NOTE: “Edit Desc.” button on the Add Line Nbr. pop up prompts 
another pop up window to enter a more detailed description 
of the item. 

 
Step 

To add a SACS 
account string(s) to 
the line item 

 
Click Add Acct. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
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Add a New Internal Transfer Purchase Requisition 

Step 
To make changes 

to the line item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 
 

 

 
 

NOTE: “Edit Desc.” button provides a pop up window to enter a 
more detailed description of the item. 
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Add a New Internal Transfer Purchase Requisition 

Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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Add a New Internal Transfer Purchase Requisition 

 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 
 

 

 

 
 

Step  
System will 

generate an internal 
transfer purchase 
requisition number.  

 
Click Notes tab 

 

 

 
 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 20 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Add a New Internal Transfer Purchase Requisition 

Step  
To select a 

previously defined 
Internal/External 
note(s) 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/ External 
note(s). 

 
Click Save 

 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this internal 
transfer purchase 
requisition. 

 
No changes can be 

made on this tab. 
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Add a New Internal Transfer Purchase Requisition using Account Distribution 

Add a New Internal Transfer Purchase Requisition using Account Distribution 
A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to 
apply account distribution to line items.  If all line items on the new internal transfer purchase 
requisition will be funded by the same account string(s) the user may set up the account 
distribution.  As a line item is added it will automatically populate the funding with the account 
string(s) entered into the account distribution pop up window.  
 
Step 1 

From menu select 
Modify Internal 
Transfer Purchase 
Requisition 

 
Click OK. 
 
 

 

 
 

Step 
To add an internal 

transfer purchase 
requisition select 
Internal Transfer  
P. R. Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Add a New Internal Transfer Purchase Requisition using Account Distribution 

Step 
Add detail internal 

transfer purchase 
requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Items tab. 
 

 

 
 

NOTE: Depending on the options chosen for each District on the 
District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step 

Click Acct. Dist. 
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Add a New Internal Transfer Purchase Requisition using Account Distribution 

Step  
To add default 

account distribution 
for all line items to be 
entered, 

 
Click Add.  

 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Click Save 
 

 

 
 

NOTE: Clicking the Account Distribution button will popup a 
window to enter the default account distribution for all line 
items.  The account string percentage is entered as default 
(the total for all account strings entered in this window 
must equal 100% or 0%), each line item will be split 
funded according to the respective percentage.  The 
account string percentage may also be set to 0 for all 
account strings to establish default funding for all line 
items without automatically calculating the split funding 
amounts.  Account strings entered in this popup window 
will go through the account validation routine.  Clicking 
the Save button will close the popup window and apply the 
account distribution to the line items by multiplying the 
account string percentage times the total line item amount. 
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Add a New Internal Transfer Purchase Requisition using Account Distribution 

Step  
To add a line item 

to the internal transfer 
purchase requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Click Save. 
 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 

 
Step 

Verify line item(s) 
are populated with the 
default account 
distribution. 

 
 

 

 
 

NOTE: By default all lines will be shown expanded.  Select Close 
to hide account information for all line items. 
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Add a New Internal Transfer Purchase Requisition using Account Distribution 

Step 
To make changes 

to the line item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 
 

 

 
 

NOTE: “Edit Desc.” button provides a pop up window to enter a 
more detailed description of the item. 
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Add a New Internal Transfer Purchase Requisition using Account Distribution 

Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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Add a New Internal Transfer Purchase Requisition using Account Distribution 

 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 
 

 

 

 

Step  
System will 

generate an internal 
transfer purchase 
requisition number.  
 

Click Notes tab 
 

 

 
 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 28 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Add a New Internal Transfer Purchase Requisition using Account Distribution 

Step  
To select a 

previously defined 
Internal/External 
note(s) 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this internal 
transfer purchase 
requisition 

 
No changes can be 

made on this tab. 
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Add a New Internal Transfer P. R. using Predefined Favorites for Account Distribution 

Add a New Internal Transfer Purchase Requisition using Predefined Favorites for 
Account Distribution 
A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to 
assign predefined sacs account strings to the account distribution. Predefined SACS account 
string(s) (accounts used most often by user) can be setup on the Modify User SACS Favorites 
screen.  Once the accounts are setup, whenever the user is entering account distribution (line 
items that will be funded by the same account string(s)) they can select the “Add Fav.” button on 
the account distribution pop up window and select their predefined account strings.   
 
Step 1 

From menu select 
Modify Internal 
Transfer Purchase 
Requisition 

 
Click OK. 
 
 

 

 
 

Step 
To add an internal 

transfer purchase 
requisition(s) select 
Internal Transfer  
P. R. Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Add a New Internal Transfer P. R. using Predefined Favorites for Account Distribution 

Step 
Add detail internal 

transfer purchase 
requisition 
information. 

 
After desired 

information has been 
entered 

 
Click the Items 

tab. 
 

 

 
 

NOTE: Depending on the options chosen for each District on the 
District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step 

Click Acct. Dist. 
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Add a New Internal Transfer P. R. using Predefined Favorites for Account Distribution 

Step  
To add default 

account distribution 
for all line items 
using a user’s 
predefined SACS 
account string(s) 

 
Click Add Fav. 

 

 

 
 

 
Step 

To select the 
user’s predefined 
SACS account 
string(s) for the 
default account 
distribution, 

 
Highlight each 

account string row 
from the pop up 
window 

 
Click OK.  
 
Or 
 
Double clicking on 

an account string row 
will automatically 
add it to the account 
distribution.  
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Add a New Internal Transfer P. R. using Predefined Favorites for Account Distribution 

Step  
Click Save 

 

 

 
 
 

Step  
To add a line 

item(s) to the internal 
transfer purchase 
requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Click Save 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Add a New Internal Transfer P. R. using Predefined Favorites for Account Distribution 

Step 
Verify line item(s) 

are populated with the 
default account 
distribution. 

 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 

 

 

 
 

NOTE: By default all lines will be shown expanded.  Select Close 
to hide account information for all line items. 

 
Step 

To make changes 
to the line item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 

 

 
 

NOTE: “Edit Desc.” button provides a pop up window to enter a 
more detailed description of the item. 
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Add a New Internal Transfer P. R. using Predefined Favorites for Account Distribution 

Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 

 

 

 

Step 
System will 

generate an internal 
transfer purchase 
requisition number. 

 
Click Notes tab 
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Step  
To select a 

previously defined 
Internal/External 
note(s) 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this internal 
transfer purchase 
requisition 

 
No changes can be 

made on this tab. 
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Add a New Internal Transfer Purchase Requisition using Predefined Favorites 
A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to 
assign predefined sacs account strings to line item(s). Predefined SACS account string(s) 
(accounts used most often by user) can be setup on the Modify User SACS Favorites screen.  
Once the accounts are setup, the user may assign their predefined SACS account strings to the 
line items entered on the Items tab by selecting the “Add Fav.” button. 
 
Step 1 

From menu select 
Modify Internal 
Transfer Purchase 
Requisition 

 
Click OK. 
 
 

 

 
 

Step 
To add an internal 

transfer purchase 
requisition, select 
Internal Transfer  
P. R. Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
 

 

 
 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 38 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Add a New Internal Transfer Purchase Requisition using Predefined Favorites 

Step 
Add detail internal 

transfer purchase 
requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Items tab. 
 

 

 
 

NOTE: Depending on the options chosen for each District on the 
District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step  

To add a line item 
to the internal transfer 
purchase requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Click Save. 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
To add a user’s 

predefined SACS 
account string(s) to 
the line item 

 
Click Add Fav. 
 
Highlight each 

account string row 
from the pop up 
window 

 
Click OK. 
 
Or 
 
Double clicking on 

each account string 
row will 
automatically add it 
to the line item.  
 

 

 
 

Step 
Verify line item 

and account string 
information for each 
line item. 

 
 

 

 
 

NOTE: By default all lines will be shown expanded.  Select Close 
to hide account information for all line items. 
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Step 
To make changes 

to the line item 
description, place 
cursor on the line, 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 
 

 

 
 

NOTE: “Edit Desc.” button provides a pop up window to enter a 
more detailed description of the item. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

“Submit for 
Approval?” warning 
message prompts  

 
Click Yes. 

 

 

 
 

Step 
System will 

generate an internal 
transfer purchase 
requisition number. 

 
Click Notes tab 
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Step  
To select a 

previously defined 
Internal/External 
note(s) for the 
internal transfer 
purchase requisition 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this internal 
transfer purchase 
requisition 

 
No changes can be 

made on this tab. 
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Add a New Internal Transfer Purchase Requisition Copying from an Internal 
Transfer P.R. Number 
A feature available on the Modify Internal Transfer Purchase Requisition screen is the ability to 
create a new internal transfer purchase requisition from an existing purchase requisition using the 
“Copy From” feature. The internal transfer purchase requisition will be pre-filled with data from 
the existing purchase requisition selected, which may be modified as necessary. 
 
Step 1 

From menu select 
Modify Open 
Purchase Order 

 
Click OK. 

 

 

 
 

Step 
Select an Internal 

Transfer P.R. Prefix. 
 
Enter/Select an 

Internal Transfer  
P. R. Number. 

 
Click Add 
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Step  
Verify and make 

necessary changes on 
Details, Items and 
Notes tabs. 
 
 

 

 
 
NOTES: 

 
• The new internal transfer purchase requisition is pre-filled with 

data from the existing purchase requisition, which may be 
modified as necessary. 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
After all necessary 

changes have been 
made 

 
Click Save. 
 
This will start the 

budget check process 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 

 

 

 
 

Step  
System will 

generate an internal 
transfer purchase 
requisition number. 
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Modify an Existing Internal Transfer Purchase Requisition  
The Modify Internal Transfer Purchase Requisition screen allows the user to edit an existing 
internal transfer purchase requisition. 
 
Step 1 

From menu select 
Modify Internal 
Transfer Purchase 
Requisition 

 
Click OK. 

 

 

 
 

Step  
To edit an existing 

Internal Transfer 
Purchase Requisition 
enter/select 
information as 
available. 

 
Click Find 
 

 

 
 
NOTES:  

 
• In order to modify a particular purchase requisition, the user 

must be the same person that originally created the purchase 
requisition, or the user must be assigned the Approver role in 
user security. 

 
• Purchase requisitions that have been linked to purchase orders 

may not be modified. 
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Step  
Edit internal 

purchase requisition 
detail information as 
necessary.  

 
Click Items tab. 

 

 
 

NOTES:  
 

• With certain exceptions, any modifications to data on this tab 
will reinitiate the approval process (purchase requisition status 
will be set to “N” (new – not submitted for approval)). 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Click the print button to print all internal transfer purchase 

requisition data from all tabs. 
 

• Regardless of which tab you are currently working on, if you 
click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
Edit data 

associated to the 
existing line item(s) 
as necessary. 
 

 

 
 

NOTES: 
 

• Any modifications to data on this tab will reinitiate the approval 
process (purchase requisition status will be set to “N” (new – 
not submitted for approval)). 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 

 
Step  

To add new line 
item(s) to an existing 
internal transfer 
purchase requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on pop up window. 

 
Click Save 
 
To duplicate an 

existing line item 
place cursor on that 
line  

 
Click Dup. 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
To manually add a 

SACS account 
string(s) to the line 
item 

 
Click Add Acct. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
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Step  
To add a user’s 

predefined SACS 
account string(s) to a 
line item 

 
Click Add Fav. 
 
Highlight each 

account string row 
from the pop up 
window. 

 
Click OK.  
 
Or 
 
Double clicking on 

an account string row 
will automatically 
add it to the line item.  
 

 

 
 

Step  
To make changes 

to the item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up widow. 

 
Click Save 

 

 

 
 

NOTE: “Edit Desc.” button provides a pop up window to enter a 
more detailed description of the item. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

Step  
If any changes that 

were made require re-
approval, a warning 
message will prompt 
asking the user to 
confirm changes. 

 
Click Yes.  

 

 

 
 

Step  
“Submit for 

Approval?” warning 
prompts 

 
Click Yes. 
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Step  
Click the Notes tab 

to modify the 
Internal/External 
note(s) for the 
internal purchase 
requisition, 

 
Click Attach. 
 
Select from a 

previously defined 
note 

 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTES: 
 

• External notes will print on purchase requisitions and purchase 
orders, internal notes will not. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this internal 
transfer purchase 
requisition. 

 
No Changes can 

be made on this tab. 
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Modify an Existing Internal Transfer Requisition – Reapply Account Distribution 
The Modify Internal Transfer Purchase Requisition screen allows the user to reapply account 
distribution to existing line items.  
 
Step 1 

From menu select 
Modify Internal 
Transfer Purchase 
Requisition 

 
Click OK. 

 

 

 
 

Step  
To edit an existing 

Internal Transfer 
Purchase Requisition 
enter/select 
information as 
available. 

 
Click Find 
 

 

 
 

NOTES:  
 

• In order to modify a particular purchase requisition, the user 
must be the same person that originally created the purchase 
requisition, or the user must be assigned the Approver role in 
user security. 

 
• Purchase requisitions that have been linked to purchase orders 

may not be modified. 
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Step  
Edit internal 

purchase requisition 
detail information.  

 
Click Items tab 

 

 
 

NOTES: 
 

• With certain exceptions, any modifications to data on this tab 
will reinitiate the approval process (purchase requisition status 
will be set to “N” (new – not submitted for approval)). 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Click the print button to print all internal transfer purchase 

requisition data from all tabs. 
 

• Regardless of which tab you are currently working on, if you 
click save or cancel it will save or cancel all changes made to 
that point. 
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Step 
To reapply/reset 

the account 
distribution for 
existing line item(s) 

 
Click Acct. Dist. 
 

 

 
 

NOTES: 
 

• Any modifications to data on this tab will reinitiate the approval 
process (contract status will be set to “N” (new – not submitted 
for approval)). 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
Manually edit 

existing default 
account distribution 
in the pop up 
window, 

 
or 
 
Select an account 

from the user’s 
predefined sacs 
account favorites to 
reapply for the 
account distribution 
in the pop up 
window. 

 
Click Save 
 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 

 

 
 

NOTE: Clicking the Account Distribution button will popup a 
window to enter the default account distribution for all line 
items.  The account string percentage is entered as default 
(the total for all account strings entered in this window 
must equal 100% or 0%), each line item will be split 
funded according to the respective percentage.  The 
account string percentage may also be set to 0 for all 
account strings to establish default funding for all line 
items without automatically calculating the split funding 
amounts.  Account strings entered in this popup window 
will go through the account validation routine.  Clicking 
the Save button will close the popup window and apply the 
account distribution to the line items by multiplying the 
account string percentage times the total line item amount.  

 
A warning 

message will be 
displayed asking the 
user if they would 
like to continue with 
the changes. 

 
Click Yes 
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Step  
Verify account 

distribution 
reallocation. 

 
 

 

 
 

NOTE: By default all lines will be shown expanded.  Select Close 
to hide account information for all line items. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

Step  
If any changes that 

were made require re-
approval, a warning 
message will prompt 
asking the user to 
confirm changes. 

 
Click Yes.  

 

 

 
 

Step  
“Submit for 

Approval?” warning 
prompts 

 
Click Yes. 
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Step  
Click the Notes tab 

to modify the 
Internal/External 
note(s) for the 
internal transfer 
purchase requisition 

 
Click Attach. 
 
Select from a 

previously defined 
note 

 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTES: 
 

• External notes will print on purchase requisitions and purchase 
orders, internal notes will not. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this internal 
transfer purchase 
requisition. 

 
No Changes can 

be made on this tab. 
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Delete an Internal Transfer Purchase Requisition  
The Modify Internal Transfer Purchase Requisition screen allows the user to delete existing 
internal transfer purchase requisition.  
 
Step 1 

From menu select 
Modify Internal 
Transfer Purchase 
Requisition 

 
Click OK. 

 

 

 
 

Step  
To delete an 

existing internal 
transfer purchase 
requisition 
enter/select 
information as 
available. 

 
Click Find 
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Step  
To delete the 

internal transfer 
purchase requisition 

 
Click Delete. 
 
 
 

 

 
 

NOTE: This will cancel the purchase requisition set the purchase 
requisition status to “C”, cancelled to prevent any further 
processing of this purchase requisition. 

 
Step  

Galaxy warning 
prompts to confirm 
the request to delete 
the Purchase 
Requisition. 

 

 

 
 

Step 
Confirmation 

message prompts to 
verify purchase 
requisition has been 
cancelled 
successfully. 

 

 

 
 

NOTE: The cancelled purchase requisition remains in the database 
for future reference. 
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Modify Internal Transfer Types  
This screen is used to add, edit, delete, or view internal transfer type information. Internal 
Transfer Types must be set up before the user can add internal transfers on the Modify Internal 
Transfers screen. 
 
Step 1 

From menu select 
Modify Internal 
Transfer Types 

 
Click OK 
 

 

 
 

Step  
To add, edit or 

delete internal 
transfer type(s) 
enter/select Internal 
Transfer Type, and/or 
Internal Transfer 
Type Description  

 
Click Find. 
 
 
 

 

 
 

NOTE: Clicking “Find” with no other selection criteria entered will 
display all Internal Transfer Types associated to the 
District on the Details tab. 
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Step  
Add, edit or delete 

transfer types as 
necessary. 

 
Click Save 
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Open Purchase Requisitions 

Add a New Open Purchase Requisition 
The Modify Open Purchase Requisition screen is used to create new open purchase requisitions.   
An Open Purchase Requisition does not have a quantity field; the line item is driven by amount.  
Depending on the options chosen for each District on the District Purchasing Options Screen, 
certain fields may be required on the Details tab. 
 
 
Step 1 

From menu select 
Modify Open 
Purchase Requisition 

 
Click OK. 
 

 

 
 

Step 
To add an open 

purchase requisition, 
select Open Purchase 
Requisition Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Step  
Add detail open 

purchase requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Account 

Distribution tab. 
 

 

 
 

NOTE: Depending on the options chosen for each District on the 
District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step  

To add SACS 
account string(s) to 
the open purchase 
requisition 

 
Click Add Acct. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 71 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Add a New Open Purchase Requisition 

 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 
 

 

 

 

Step  
System will 

generate an open 
purchase requisition 
number. 

 
Click Notes tab 
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Step  
To select a 

previously defined 
Internal/External 
note(s) 

 
Click Attach, 
 
or 
 
Manually enter 

Internal or External 
note(s). 

 
Click Save 
 
 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Authorized Purchaser 
tab to add an 
authorized 
purchaser(s) 
associated to this 
open purchase 
requisition 

 
Click Add. 
 
Enter the 

Authorized Purchaser 
information. 

 
Click Save 
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Step  
Click the 

Approvals tab to view 
the Approvals 
associated to this 
open purchase order. 

 
No changes can be 

made on this tab. 
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Add a New Open Purchase Requisition using Predefined Favorites 
A feature available on the Modify Open Purchase Requisition screen is the ability to assign 
predefined sacs account strings to line item(s). Predefined SACS account string(s) (accounts 
used most often by user) can be setup on the Modify User SACS Favorites screen.  Once the 
accounts are setup, the user may assign their predefined SACS account strings to the line items 
entered on the Items tab by selecting the “Add Fav.” button.  Depending on the options chosen 
for each District on the District Purchasing Options Screen, certain fields may be required on the 
Details tab. 
 
Step 1 

From menu select 
Modify Open 
Purchase Requisition  

 
Click OK. 

 

 

 
 

Step 
To add an open 

purchase requisition, 
select Open Purchase 
Requisition Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Step  
Add detail open 

purchase requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Account 

Distribution tab. 
 

 

 
 

NOTE: Depending on the options chosen for each District on the 
District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step  

To add a user’s 
predefined SACS 
account string(s) to 
the open purchase 
requisition 

 
Click Add Fav. 
 
Highlight each 

account string row 
from the pop up 
window 

 
Click OK.  
 
Or 
 
Double clicking on 

each account string 
row will 
automatically add it 
to the line item.  
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Step  
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 
 

 

 

 
 

Step  
System will 

generate an open 
purchase requisition 
number. 

 
Click Notes tab 
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Step  
To select a 

previously defined 
Internal/External 
note(s) for the open 
purchase requisition 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 
 

 

 
 

Step  
Click Authorized 

Purchaser tab to add 
authorized 
purchaser(s) 
associated to this 
open purchase 
requisition. 

 
Click Add. 
 
Enter the 

Authorized Purchaser 
information. 

 
Click Save 
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Step  
Click the 

Approvals tab to view 
the approvals 
associated to this 
open purchase 
requisition. 
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Add a New Open Purchase Requisition Copying from a Purchase Requisition 
A feature available on the Modify Open Purchase Requisition screen is the ability to create a new 
open purchase requisition from an existing purchase requisition using the “Copy From” feature. 
The open purchase requisition will be pre-filled with data from the existing purchase requisition 
selected, which may be modified as necessary.  Depending on the options chosen for each 
District on the District Purchasing Options Screen, certain fields may be required on the Details 
tab. 
 
Step 1 

From menu select 
Modify Open 
Purchase Requisition 

 
Click OK. 
 

 

 
 

Step 
Select Purchase 

Order Prefix.  
 
Enter/Select an 

Open Purchase 
Requisition Number 

 
Click Add. 
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Step  
Verify and make 

necessary changes on 
Details tab, Account 
Distribution tab, 
Notes tab and 
Authorized Purchaser 
tab. 
 
 

 

 
 

NOTES: 
 

• The new open purchase requisition is pre-filled with data from 
the existing purchase requisition, which may be modified as 
necessary. 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
After all necessary 

changes have been 
made 

 
Click Save. 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 

 

 

 
 

Step 
System will 

generate a purchase 
requisition number. 
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Add a New Purchase Requisition selecting Discount and Freight checkboxes 
when adding line items 
 
Step  

To add line item(s) 
to the purchase 
requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Check the 

applicable 
checkboxes if a 
discount amount 
and/or freight  
amount will be 
applied to the line 
item.  

 
Click Save 
 

 

 
 

NOTE: Freight may be selected by default.  This means it was 
selected on the District Purchasing Option screen. 
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Step 
To add a SACS 

account string(s) to 
the line item 

 
Click Add Acct. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
 

 

 
 

 

Step 
Once all line items 

are entered, enter the 
Discount Amt and 
Freight Amt. 
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Step 
Discount 
Discount Amount 
Freight 
Freight Amount 

columns will appear 
in the view. 

 
Click Save 

 

 

 
 

NOTE: The Discount and Freight flag are set to “Y” and the 
amount entered in the Discount Amt. and Freight Amt 
fields at the top of the view have been distributed to those 
lines. 
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Add a New Purchase Requisition without selecting Discount and Freight 
checkboxes when adding line items 
Step  

To add line item(s) 
to the purchase 
requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Discount and 

Freight are not 
checked. 

 
Click Save 
 
 

 

 
 

NOTE: Freight may be selected by default.  This means it was 
selected on the District Purchasing Option screen. 
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Step 
To add a SACS 

account string(s) to 
the line item 

 
Click Add Acct. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
 

 

 
 

 

Step 
Once all line items 

are entered, if 
Discount and/or 
Freight need to be 
applied to one or 
more of the line 
items, enter 

Discount Amt 
Freight Amt 
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Step 
Discount, 
Discount Amount, 
Freight  
Freight Amount 

columns will appear 
in the view. 

 
Click Save 

 

 

 
 

NOTE: The Discount and Freight flag are set to “N” and the 
amount in the Discount Amt and Freight Amt are “0.00” 

 
Step 

Enter Discount 
and/or Freight to one 
or more of the line 
items. 

 
Enter “Y” in the 

Discount column and 
Freight column and 
enter Amount in the 
Discount Amount and 
Freight Amount.  

 
 
Click Save 

 

 

 
 

NOTE: The Discount and Freight flags must be set to “Y” and an 
amount must be entered in the Discount Amount and 
Freight Amount columns in the view in order for these 
amounts to be applied when the user clicks Save. 
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Step 
Double check 

Discount and Freight 
amount in the view to 
make sure they match 
the Discount and 
Freight amount 
entered in these fields 

 
 

 

 
 

Step 
If the incorrect 

amount is entered in 
the view, the 
incorrect amount will 
be reflected in the 
Discount and Freight 
amount fields when 
the user clicks Save. 
 

 

 
 

NOTE: The Discount Amt field and Freight Amt field will reflect 
the change from the view.  This is because the Discount 
and Freight is summed from the last line item upward to 
the first line item. 
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Modify an Existing Open Purchase Requisition 
The Modify Open Purchase Requisition screen allows the user to edit an existing open purchase 
requisition. 
 
Step 1 

From menu select 
Modify Open 
Purchase Requisition 

 
Click OK. 

 

 

 
 

Step  
To edit an existing 

open purchase 
requisition 
enter/select 
information as 
available. 

 
Click Find 
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Step  
Edit open purchase 

requisition detail 
information if 
necessary. 

 
Click Save 
 
Click Account 

Distribution tab 

 

 
 

NOTES: 
 

• With certain exceptions, any modifications to data on this tab 
will reinitiate the approval process (purchase requisition status 
will be set to “N” (new – not submitted for approval)). 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Click the print button to print all open purchase order data from 

all tabs. 
 

• Regardless of which tab you are currently working on, if you 
click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
Edit the SACS 

account string(s) 
associated to this 
open purchase 
requisition as 
necessary. 

 
Click Save 
 

 

 
 

NOTE: Regardless of which tab you are currently working on, if 
you click save or cancel it will save or cancel all changes 
made to that point. 

 
 

Step  
To add a new 

SACS account 
string(s)  

 
Click Add Acct. 
 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
Amount or Percent 

 
To duplicate an 

existing account 
string place cursor on 
the account string 

 
Click Dup. 

 

 

 
 

NOTE: Regardless of which tab you are currently working on, if 
you click save or cancel it will save or cancel all changes 
made to that point. 
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Step  
To add a user’s 

predefined SACS 
account string(s) 

 
Click Add Fav. 
 
Highlight each 

account string row 
from the pop up 
window 

 
Click OK. 
 
Or 
 
Double clicking on 

each account string 
row will 
automatically add it 
to the line item.  
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step  
If any changes that 

were made require re-
approval, a warning 
message will prompt 
asking the user to 
confirm changes. 

 
Click Yes.  

 

 

 
 

Step  
“Submit for 

Approval?” warning 
message prompts 

 
Click Yes. 
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Step  
To modify the 

Internal/External 
note(s) for the open 
purchase requisition 

 
Click Attach. 
 
Select from a 

previously defined 
note, 

 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

Step  
Click the 

Authorized Purchaser 
tab to edit authorized 
purchaser information 
as necessary. 

 
Click Save 
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Step  
Click the 

Approvals tab to view 
the approvals 
associated to this 
open purchase 
requisition. 

 
No changes can be 

made on this tab. 
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Delete an Open Purchase Requisition 
The Modify Open Purchase Requisition screen allows the user to delete existing open purchase 
requisitions.  
 
Step 1 

From menu select 
Modify Open 
Purchase Requisition 

 
Click OK. 

 

 

 
 

Step  
To delete an 

existing open 
purchase requisition, 
enter/select 
information as 
available. 

 
Click Find 
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Step  
To delete the open 

purchase requisition 
 
Click Delete. 
 
 
 

 

 
 

NOTE: This will cancel the purchase requisition set the purchase 
requisition status to “C”, cancelled to prevent any further 
processing of this purchase requisition. 

 
 

Step  
Galaxy warning 

prompts to confirm 
the request to delete 
the Purchase 
Requisition. 

 

 

 
 

Step 
Confirmation 

message prompts to 
verify purchase 
requisition has been 
cancelled 
successfully. 

 

 

 
 

NOTE: The cancelled purchase requisition remains in the database 
for future reference. 
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Purchase Requisitions  

Add a New Purchase Requisition 
The Modify Purchase Requisition screen is used to create new purchase requisitions in 
purchasing.  The Purchase Requisition is the originating process.  Purchase Requisition lines 
carry forward in the system to create Purchase Orders, Receipts and Payments.  Depending on 
the options chosen for each District on the District Purchasing Options Screen, certain fields may 
be required on the Details tab. 
 
Step 1 

From menu select 
Modify Purchase 
Requisition 

 
Click OK. 
 

 

 
 

Step 
To add a purchase 

requisition, select 
Purchase Requisition 
Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Step  
Add detail 

purchase requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Items tab. 
 

 

 
 
NOTE: Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
 

Step  
To add line item(s) 

to the purchase 
requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Click Save 
 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step 
To add a SACS 

account string(s) to 
the line item 

 
Click Add Acct. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
 

 

 
 

 

Step 
To make changes 

to the line item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 
 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step  
“Submit for 

Approval?” warning 
message prompts 

 
Click Yes.  

 

 

 
 

Step  
System will 

generate a purchase 
requisition number. 

 
Click Notes tab 
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Step  
To select a 

previously defined 
Internal/External 
note(s) 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this purchase 
requisition 

 
No changes can be 

made on this tab. 
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Add a New Purchase Requisition using Account Distribution 
A feature available on the Modify Purchase Requisition screen is the ability to apply account 
distribution to line items.  If all line items on the new contract will be funded by the same 
account string(s) the user may set up the account distribution.  As a line item is added it will 
automatically populate the funding with the account string(s) entered into the account 
distribution pop up window.   
 
 
Step 1 

From Menu Select 
Modify Purchase 
Requisition 

 
Click OK. 

 

 

 
 

Step 
To add a purchase 

requisition, select 
Purchase Requisition  
Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Step 
Add detail 

purchase requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Items tab. 
 

 

 
 

NOTE: Depending on the options chosen for each District on the 
District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step 

Click Acct. Dist. 
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Step  
To add, default 

account distribution 
for all line items 

 
Click Add. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Click Save 

 

 
 

NOTE: Clicking the Account Distribution button will popup a 
window to enter the default account distribution for all line 
items.  The account string percentage is entered as default 
(the total for all account strings entered in this window 
must equal 100% or 0%), each line item will be split 
funded according to the respective percentage.  The 
account string percentage may also be set to 0 for all 
account strings to establish default funding for all line 
items without automatically calculating the split funding 
amounts.  Account strings entered in this popup window 
will go through the account validation routine.  Clicking 
the Save button will close the popup window and apply the 
account distribution to the line items by multiplying the 
account string percentage times the total line item amount.  
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Step  
To add line item(s) 

to the purchase 
requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Click Save 
 

 
 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 

 
Step 

Verify line item(s) 
are populated with the 
default account 
distribution. 

 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 

 

 
 

NOTE: By default all lines will be shown expanded.  Select Close 
to hide account information for all line items. 
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Step 
To make changes 

to the line item 
description, place 
cursor on the line, 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 
 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step  
“Submit for 

Approval?” warning 
message prompts 

 
Click Yes.  
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Step  
System will 

generate a purchase 
requisition number. 
 

 

 
 

Step  
To select a 

previously defined 
Internal/External 
note(s) for the 
purchase requisition 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

Step  
Click the 

Approvals tab to view 
approvals associated 
to this purchase 
requisition. 

 
No changes can be 

made on this tab. 
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Add a New Purchase Requisition using Predefined Favorites for Account 
Distribution 
A feature available on the Modify Purchase Requisition screen is the ability to assign predefined 
sacs account strings to the account distribution. Predefined SACS account string(s) (accounts 
used most often by user) can be setup on the Modify User SACS Favorites screen.  Once the 
accounts are setup, whenever the user is entering account distribution (line items that will be 
funded by the same account string(s)) they can select the “Add Fav.” button on the account 
distribution pop up window and select their predefined account strings. 
 
Step 1 

From menu select 
Modify Purchase 
Requisition 

 
Click OK. 
 
 

 

 
 

Step 
To add a purchase 

requisition, select  
Purchase Requisition 
Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Step 
Add detail 

purchase requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Items tab. 
 

 

 
 
NOTE: Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step 

Click Acct. Dist. 
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Step  
To add default 

account distribution 
for all line items 
using a user’s 
predefined SACS 
account string(s) 

 
Click Add Fav. 

 

 

 
 

Step 
To select the 

user’s predefined 
SACS account 
string(s) for the 
default account 
distribution, 

 
Highlight each  

account string row 
from the pop up 
window 

 
Click OK.  
 
Or 
 
Double clicking on 

each account string 
row will 
automatically add it 
to the account 
distribution. 
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Step  
Click Save 
 

 

 
 

Step  
To add line item(s) 

to the purchase 
requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Click Save. 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step 
Verify line item(s) 

are populated with the 
default account 
distribution. 

 
 

 

 
 

NOTE: By default all lines will be shown expanded.  Select Close 
to hide account information for all line items. 

 
 

Step 
To make changes 

to the line item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 
 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step  
“Submit for 

Approval?” warning 
message prompts 

 
Click Yes. 

 

 

 
 

Step  
System will 

generate a purchase 
requisition number. 

 
Click Notes tab 
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Step  
To select a 

previously defined 
Internal/External 
note(s) for the 
purchase requisition 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this purchase 
requisition. 

 
No changes can be 

made on this tab. 
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Add a New Purchase Requisition using Predefined Favorites 
A feature available on the Modify Purchase Requisition screen is the ability to assign predefined 
sacs account strings to line item(s). Predefined SACS account string(s) (accounts used most often 
by user) can be setup on the Modify User SACS Favorites screen.  Once the accounts are setup, 
the user may assign their predefined SACS account strings to the line items entered on the Items 
tab by selecting the “Add Fav.” button. 
 
Step 1 

From menu select 
Modify Purchase 
Requisition 

 
Click OK. 
 
 

 

 
 

Step 
To add a purchase 

requisition, select, 
Purchase Requisition 
Prefix. 

 
If additional fields 

are selected they will 
populate the Details 
tab. 

 
Click Add 
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Step 
Add detail 

purchase requisition 
information. 

 
After desired 

information has been 
entered 

 
Click Items tab. 
 

 

 
 

NOTE: Depending on the options chosen for each District on the 
District Purchasing Options Screen, certain fields may be 
required on the Details tab.  

 
Step  

To add line item(s) 
to the purchase 
requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on the pop up 
window. 

 
Click Save. 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
To add a user’s 

predefined SACS 
account string(s) to 
the line item(s) 

 
Click Add Fav. 
 
Highlight each 

account string row 
from the pop up 
window 

 
Click OK.  
 
Or 
 
Double clicking on 

each account string 
row will 
automatically add it 
to the line item.  
 

 

 
 

Step 
Verify line item(s) 

are populated with the 
default account 
distribution. 

 
 

 

 
 

NOTE: By default all lines will be shown expanded.  Select Close 
to hide account information for all line items. 
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Step 
To make changes 

to the line item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up window. 

 
Click Save 

 
 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step  
“Submit for 

Approval?” warning 
message prompts 

 
Click Yes.  

 

 

 
 

Step  
System will 

generate a purchase 
requisition number. 

 
Click Notes tab  
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Step  
To select 

previously defined 
Internal/External 
note(s) for the 
purchase requisition 

 
Click Attach, 
 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTE: External notes will print on purchase requisitions and 
purchase orders, internal notes will not. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this purchase 
requisition. 

 
No changes can be 

made on this tab. 
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Add a New Purchase Requisition Copying from a Purchase Requisition 
A feature available on the Modify Purchase Requisition screen is the ability to create a new 
purchase requisition from an existing purchase requisition using the “Copy From” feature. The 
purchase requisition will be pre-filled with data from the existing purchase requisition selected, 
which may be modified as necessary. 
 
Step 1 

From menu select 
Modify Purchase 
Requisition 

 
Click OK. 
 

 

 
 

Step 
Select Purchase 

Requisition Prefix.  
 
Enter/Select a 

Purchase Requisition 
Number. 

 
Click Add 
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Step  
Verify and make 

necessary changes on 
the Details tab, Items 
tab and Notes tab. 
 
 

 

 
 
NOTES:  

 
• The new purchase requisition is pre-filled with data from the 

existing purchase requisition, which may be modified as 
necessary 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
After all necessary 

changes have been 
made 

 
Click Save. 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step 
“Submit for 

Approval?” warning 
message prompts  

 
Click Yes. 

 

 

 
 

Step 
System will 

generate a purchase 
requisition number. 
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Modify an Existing Purchase Requisition 
The Modify Purchase Requisition screen allows the user to edit an existing purchase requisitions. 
 
Step 1 

From Menu select 
Modify Purchase 
Requisition 

 
Click OK. 

 

 

 
 

Step  
To edit an existing 

purchase requisition, 
enter/select 
information as 
available. 

 
Click Find 
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Step  
Edit purchase 

requisition detail 
information if 
necessary. 

 
Click Items tab 

 

 

 
 

NOTES: 
 

• With certain exceptions, any modifications to data on this tab 
will reinitiate the approval process (purchase requisition status 
will be set to “N” (new – not submitted for approval)). 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Click the print button to print all open purchase order data from 

all tabs. 
 

• Regardless of which tab you are currently working on, if you 
click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
Edit data 

associated to the 
existing line item(s) 
as necessary. 

 
 

 

 
 

NOTES: 
 

• Any modifications to data on this tab will reinitiate the approval 
process (purchase requisition status will be set to “N” (new – 
not submitted for approval)). 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 

 
Step  

To add new line 
item(s)to an existing 
purchase requisition 

 
Click Add Line. 
 
Enter/Select 

desired information 
on pop up window. 

 
Click Save 
 
To duplicate an 

existing line item 
place cursor on that 
line and  

 
Click Dup. 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 

 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 138 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Modify an Existing Purchase Requisition 

Step  
To manually add a 

SACS account 
string(s) to the line 
item 

 
Click Add Acct. 
 
Enter SACS 

account string(s) 
information. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Percent is shown 

by default; the user 
may enter an 
Amount, making sure 
to change the Percent 
to “0”. 
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Step  
To add a user’s 

predefined SACS 
account string(s) to a 
line item 

 
Click Add Fav. 
 
Highlight each 

account string row 
from the pop up 
window 

 
Click OK.  
 
Or 
 
Double clicking on 

an account string row 
will automatically 
add it to the line item.  
 

 

 
 

Step  
To make changes 

to the item 
description, place 
cursor on the line 

 
Click Edit Desc. 
 
Edit the 

description in the pop 
up widow. 

 
Click Save 

 

 

 
 

NOTE: “Edit Desc.” button prompts a pop up window to enter a 
more detailed description of the item. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step  
If any changes that 

were made require re-
approval, a warning 
message will prompt 
asking the user to 
confirm changes. 

 
Click Yes.  

 

 

 
 

Step  
“Submit for 

Approval?” warning 
message prompts 

 
Click Yes.  
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Step  
Click the Notes tab 

to modify the 
Internal/External 
note(s) for the 
purchase requisition 

 
Click Attach. 
 
Select from a 

previously defined 
note, 

 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTES: 
 

• External notes will print on purchase requisitions and purchase 
orders, internal notes will not. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 

 
Step  

Click the 
Approvals tab to view 
approvals associated 
to this purchase 
requisition 

 
No Changes can 

be made on this tab. 
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Modify an Existing Purchase Requisition – Reapply Account Distribution 
The Modify Purchase Requisition screen allows the user to reapply account distribution to 
existing line items. 
 
Step 1 

From menu select 
Modify Purchase 
Requisition 

 
Click OK. 

 

 

 
 

Step  
To edit an existing 

purchase requisition 
enter/select 
information as 
available. 

 
Click Find 
 

 

 
 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 144 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Modify an Existing Purchase Requisition – Reapply Account Distribution 

Step  
Edit purchase 

requisition detail 
information if 
necessary. 

 
Click Items tab 

 

 

 
 

NOTES: 
 

• With certain exceptions, any modifications to data on this tab 
will reinitiate the approval process (purchase requisition status 
will be set to “N” (new – not submitted for approval)). 

 
• Depending on the options chosen for each District on the 

District Purchasing Options Screen, certain fields may be 
required on the Details tab. 

 
• Click the print button to print all open purchase order data from 

all tabs. 
 

• Regardless of which tab you are currently working on, if you 
click save or cancel it will save or cancel all changes made to 
that point. 
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Step 
To reapply/reset 

the account 
distribution for all 
existing line item(s) 

 
Click Acct. Dist. 
 

 

 
 

NOTES: 
 

• Any modifications to data on this tab will reinitiate the approval 
process (contract status will be set to “N” (new – not submitted 
for approval)). 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
Manually edit 

existing default 
account distribution 
in the pop up 
window. 

 
Or 
 
Select an account 

from the user’s 
predefined sacs 
account favorites to 
reapply for the 
account distribution 
in the pop up 
window. 

 
Click Save 
 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
 
Optional field: 
Percent 

 

 

 
 

NOTE: Clicking the Account Distribution button will popup a 
window to enter the default account distribution for all line 
items.  The account string percentage is entered as default 
(the total for all account strings entered in this window 
must equal 100% or 0%), each line item will be split 
funded according to the respective percentage.  The 
account string percentage may also be set to 0 for all 
account strings to establish default funding for all line 
items without automatically calculating the split funding 
amounts.  Account strings entered in this popup window 
will go through the account validation routine.  Clicking 
the Save button will close the popup window and apply the 
account distribution to the line items by multiplying the 
account string percentage times the total line item amount. 

 

A warning 
message will be 
displayed asking the 
user if they would 
like to continue with 
the changes. 

 
Click Yes 
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Step  
Verify account 

distribution 
reallocation. 

 
 

 

 
 
NOTE: By default all lines will be shown expanded.  Select Close 

to hide account information for all line items. 
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Step  
Click Save 
 
This will start the 

budget check process. 
 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 
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 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Purchase Requisition 
screen to re-save the purchase requisition to perform another 
budget check.  If there are sufficient funds, the account strings will 
be encumbered (purchase requisition status will be set to “A” 
(approved)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges (purchase requisition 
status will be set to “A” (approved)). 
 

Step  
If any changes that 

were made require re-
approval, a warning 
message will prompt 
asking you to confirm 
changes. 

 
Click Yes.  
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Step  
“Submit for 

Approval?” warning 
message prompts 

 
Click Yes.  

 

 

 
 

Step  
Click the Notes tab 

to modify the 
Internal/External 
note(s) for the 
purchase requisition 

 
Click Attach. 
 
Select from a 

previously defined 
note, 

 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTES: 
 

• External notes will print on purchase requisitions and purchase 
orders, internal notes will not. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 
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Step  
Click the 

Approvals tab to view 
approvals associated 
to this purchase 
requisition 

 
No Changes can 

be made on this tab. 
 

 

 
 

 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 152 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Delete a Purchase Requisition 

Delete a Purchase Requisition 
The Modify Purchase Requisition screen allows the user to delete existing purchase requisitions.  
 
Step 1 

From menu select 
Modify Purchase 
Requisition 

 
Click OK. 

 

 

 
 

Step  
To delete an 

existing purchase 
requisitions 
enter/select 
information as 
available. 

 
Click Find 
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Step  
To delete the 

purchase requisition 
 
Click Delete. 
 
 
 

 

 
 

NOTE: This will cancel the purchase requisition set the purchase 
requisition status to “C”, cancelled to prevent any further 
processing of this purchase requisition. 

 
Step  

Confirmation 
message prompts to 
confirm the request to 
delete the Purchase 
Requisition. 

 

 

 
 

Step 
Confirmation 

message prompts to 
verify purchase 
requisition has been 
cancelled 
successfully. 

 

 
 

NOTE: The cancelled purchase requisition remains in the database 
for future reference. 
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Process Internal Transfer Purchase Requisition 
This screen is used to process internal transfer purchase requisition information.  Only users with 
proper user security will have access to this screen.  This screen performs an internal transfer of 
funds for requisitioned items that are within the 5700 object code. 

 
Step 1 

From menu select 
Process Internal 
Transfer Purchase 
Requisition 

 
Click OK. 
 
 

 

 
 

Step  
To process an 

existing internal 
transfer purchase 
requisition 
enter/select 
information as 
available. 

 
Click Find 
 

 

 
 

NOTE: Internal Transfer Purchase Requisitions that have not 
received final approval, or that have already been 
processed, may not be modified. 
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Step 
Enter information 

if necessary. 
 
Click Items tab 
 

 

 
 

NOTES: 
 

• Misc. Field 1 and Misc. Field 2 are optional fields that when 
entered will show on the printed report. 

 
• Modifications on data on this tab will not reinitiate the approval 

process. 
 

• Clicking the Delete button will cancel the requisition and set the 
requisition status to prevent any further processing of this 
requisition (purchase requisition status will be set to “C” 
(cancelled)).  This will also disencumber the requisition.  The 
cancelled purchase requisition remains in the database for future 
reference. 

 
Step  

Edit internal 
transfer credit SACS 
account string if 
necessary. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
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Step 4 
Edit line item 

SACS account string 
if necessary. 

 
Required fields: 
Fund 
School 
Resource 
PY 
Goal 
Function 
Object 
Amount or Percent 
 
Click Save 
 
Click Notes tab 

 

 

 
 

NOTE: If the screen edits are passed successfully, the purchase 
requisition is saved to the database and the appropriate 
financial transactions are applied to the financial ledgers to 
transfer (expense) the funds.  The encumbrances associated 
with the account strings are also disencumbered.  The 
purchase requisition status will be set to “F” (finalized- all 
lines closed out) 
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Step  
Click Save 
 
This will start the 

budget check process. 

 

 
 

Depending on the Budget Check option chosen on the District 
Purchasing Options Screen, one of the following processes will go 
into effect. 

 
Continuous Budget Check 
 

If the “continuous budget check” district option is enabled, the 
Save button logic will check the financial ledgers to determine if 
there are sufficient funds for all line item account strings.  If not, a 
warning message will be displayed listing the account strings that 
have insufficient funds.  This is only a warning; the user may 
continue their data entry. 
 

Requires Budget Check Before Submission 
 

If the screen edits are passed successfully, the purchase requisition 
is saved to the database and a message is displayed asking the user 
if the purchase requisition should be sent to the approval process.  
If the “require budget check before submission” district option is 
enabled, the Save button logic will check the financial ledgers to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the list of approvers will be 
built based on the step and extended approval parameters 
(purchase requisition status will be set to “S” (submitted for 
approval)).  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
 

© Riverside County Office of Education. All Rights Reserved.                        7/6/04 Page 158 



DRAFT   Galaxy Purchasing Purchase Requisitions v1.0.0 
Process Internal Transfer Purchase Requisition 

 No Approvals 
 
If no approvals are necessary (purchase requisition status will be 
set to “A” (approved)), the financial ledgers will be checked to 
determine if there are sufficient funds for all line item account 
strings.  If there are sufficient funds, the account strings will be 
encumbered.  If not, an error message will be displayed listing the 
account strings that have insufficient funds.  The user will be 
given the opportunity to override the budget check, provided that 
they have sufficient user security privileges. 

 
If the user does not have sufficient user security privileges to 
override the budget check, the purchase requisition status will be 
set to “B” (approved, but budget override required).  
Subsequently, a user may use the Modify Internal Transfer 
Purchase Requisition screen to re-save the purchase requisition to 
perform another budget check.  If there are sufficient funds, the 
account strings will be encumbered (purchase requisition status 
will be set to “A” (approved)).  If not, an error message will be 
displayed listing the account strings that have insufficient funds.  
The user will be given the opportunity to override the budget 
check, provided that they have sufficient user security privileges 
(purchase requisition status will be set to “A” (approved)). 
 

Step 
The Internal 

Transfer Purchase 
Requisition is 
processed and 
assigned a Processed 
Transaction ID 
number. 

 
Click Ok 
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Step  
Click the Notes tab 

to modify the 
Internal/External 
note(s) for the 
internal transfer 
purchase requisition 

 
Click Attach. 
 
Select from a 

previously defined 
note 

 
or 
 
Manually enter 

Internal/External 
note(s). 

 
Click Save 

 

 

 
 

NOTES: 
 

• External notes will print on purchase requisitions and purchase 
orders, internal notes will not. 

 
• Regardless of which tab you are currently working on, if you 

click save or cancel it will save or cancel all changes made to 
that point. 

 
 

Step  
Click the 

Approvals tab to view 
approvals associated 
to this internal 
transfer purchase 
requisition 

 
No Changes can 

be made on this tab. 
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