
Requisition Entry 

Requisitions will now be submitted for approval via the Weblink system. Below are instructions for 

submitting requisitions. Once approved by the Principal and Superintendent, the District Office will 

order your items or you can go ahead and order the items.  

 

1. Log into Weblink at: https://wl.sui-online.com/southwinnia 

2. Your username is the first four letters of your last name followed by the first four letters of your 

first name (ex. HAASLIND). The default password is the last four numbers of your SSN, unless 

you have changed it. You can also use the “Forgot my password” option to reset your password 

if needed. 

3. Once logged in, click Data Entry and select Requisition Entry. 
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4. Complete the fields on the Requisition Entry screen. See below for more information on each 

field. 

 

5. Approval Tree: Click the magnifying glass to select the appropriate approval tree. If there is only 

one assigned to you, it will automatically populate. 

6. Requisition Number: The requisition number will be automatically assigned.  

7. Vendor ID: Click the magnifying glass to select/search for the vendor you would like to order 

from.  

a. If you do not see your vendor in the list, use REQVENDOR for the Vendor ID field and 

enter the vendor’s information into the Comments area. Please be sure to include the 

vendor’s full name and address if you use the REQVENDOR option. 

8. Requisition Amount: Enter the total dollar amount of the order in this field. You can also skip 

this part and come back to it at the end - once your items have been entered, there will be a 

calculator picture next to the Requisition Amount that you can click and it will tally everything 

for you. 

9. Requisition Date: Select the date you are entering the requisition. 

10. Expected Date: Estimate the date in which you expect to receive your shipment. This doesn’t 

have to be exact so just use your judgment. FOR SUMMER ORDERS, USE JULY 30 as the expected 

date. 



11. Ship to Address ID: Click the magnifying glass to select the location that you would like the items 

shipped to. 

12. Account Number: Click the magnifying glass to select the appropriate account number for the 

item you are ordering. If you have any questions regarding which account number to use, please 

contact the District Office. *Note: Account numbers will be reviewed during the requisition 

submission process by the District Office to ensure the funds are being taken out of the correct 

account. Or place in the comment that this is being paid from a special grant or other funding 

source. 

13. Detail Description: List the name of the item being ordered. 

14. Item Number: List the item number (if there is one). 

15. Quantity: List the quantity to be ordered. 

16. Unit Price: List the price per unit. *Note: If the account has a negative budget balance, an error 

will come up stating so. This does not prevent the submission of the requisition, but the 

approver will take this into consideration when deciding whether to approve the requisition. 

17. Amount: The amount should total on its own based on the quantity and unit price you entered.  

18. URL: Enter the website where the item can be found, if available. This can help with accuracy 

of the order.  

19. Enter additional items on the rows below. 

20. Comments: Enter any information pertinent to the requisition and/or purchasing of the items. 

Please indicate in the comments if you plan on ordering after approval. Otherwise it will be 

assumed that the district office will place the order. 

21.  Go back up to the Requisition amount and click on the calculator icon. This step must be 

completed before it will let you proceed to submit. 

22. Click Submit Current Requisition.  

23.  Your requisition will be sent to the District Office to verify the account number. It will then be 

sent to the Principal and Superintendent for approval. You will be notified when these approvals 

are processed. Upon final approval, your item(s) will be ordered or you will be notified so you 

can order them. 

24. To view the status of your requisitions, please log in to Weblink and click Data Entry and then 

click Requisition Status. 
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