REQUEST NEW VENDOR

Before entering the New Vendor Request, the vendor will need to have completed the New Vendor Application form
which must be submitted with the New Vendor Request. We will not approve without this information and a W-9
for the vendor. See our website for the complete packet at HISD-Purchasing Website.

After this is completed you will fill out a request within the financial management system in Skyward. Go to Financial
Management> Vendors>Vendor Browse
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From the Vendor Browse screen>Request New Vendor for Approval (in the upper right hand side of the screen)
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You will then begin entering the vendor information. You will need to complete the business name, address,
and phone number. We need at least one phone number before a request will be approved. An email
address and contact name may also be entered.

Please note that this information becomes the actual vendor record. Accuracy is extremely important, as
the vendor record is attached to each purchase order, invoice, and check.

To Begin:

Select the type of vendor (Individual or Business).
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Begin typing the name of the vendor, and a drop-down list will appear. The system checks to see if there are
any existing vendors that match your request.

If you continue typing, and no other matching vendor appears, you will be able to enter a second name line
if needed.

When you have finished the name, tab and click “Click Here When the Name is Fully Entered”.

Click “Submit Entered Name for Vendor Approval.”
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Click “Continue Request”
Next, you will enter the address information.

Each part of the address has a separate field. Enter the street number, then tab to the next field. If the
street name has a direction (e.g. South Green St.) enter the directional abbreviation in the “Dir” field.

Begin typing the street name in the next field. A drop down list will appear. Select a street from the list or
continue typing if the name you need does not appear in the list.
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Once you have entered the address>Click “Continue Request.”
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At a minimum, enter a phone number. Other information we would like to have is a fax number, website, and e-mail
address.



Once you have entered the information>Click “Continue Request.”

The next screen is for 1099 information. You do not have to enter anything in this screen.

Click “Save” to submit the request, you will get a message saying that the request has been submitted for approval.
Click “OK.”
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Call or email Kathy Bradford (Ext. 5060) for any questions. Once the request has been approved or denied
you will receive an email. Until that time, you will not be able to use the vendor on a requisition.



