
Edmunds Manual
General Rules for First Approval

Requisitions must be approved via First Approval 
before 12:30pm to be processed.  Requisitions 

approved after 12:30pm will be processed the next 
business day.
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 You will receive the following notice when you sign in to Edmunds:

Requisition Id Description Vendor Requested Date Due Date Amount

6‐001284 TEST TEST TEST  ALIGNMENT TEST‐VOID  04/04/16 0.01 

First Approval Alerts:
 You will be notified that you have Requisitions using your account(s) via email and Edmunds.
 You will receive the following email:

Dear Casey Johnson,
The following Requisitions need 1st Approval:
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Sign into Edmunds:
 Enter Your User Id
 Enter Your Password
 Select OK
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Changing Your Password:
 File
 Change Password

 Enter Current Password
 Enter New Password
 Confirm New Password
 Select Submit
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First Approval:
 Finance
 A/P
 Purchase Requisition
 Select Requisition Auto Approval
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First Approval:

 Select Open/Resubmitted
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First Approval:

 “Double Click” First Line
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First Approval :

 You MUST know review the ENTIRE Requisition.
 Check the information on this page.
 Review:
 Descript
 F.O.B.
 P.O. Type
 Vendor Information
 St. Contract No.
 Ship To
 Description
 Charge to (Account Information)
 Quantity
 Unit Price
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First Approval:

 Review to ensure that the following information has been included:
 Quote Number
 Quote Date
 Resolution Number
 If Blanket: BLANKET PO
 If Encumbrance NOT to be mailed: ENCUMBRANCE ONLY – DO NOT MAIL
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First Approval:
 The Green         indicates that there are attachments.
 Review that attachments are correct, by selecting the paperclip.
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First Approval:
 After you have reviewed EVERYTHING and you approve the Requisition, select 1st Aprv
 Select Close
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First Approval:
 Click Update
 Proceed to double click the next Requisition and continue the review process
 Once you have completely reviewed all your Requisitions, Select Update, then Select Close
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First Approval:
 **If, at any point, you do NOT APPROVE, place the Requisition on Hold
 Select Held
 Type a Status Reason providing an explanation
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Line by Line Check for Requisitions:
 Finance
 A/P
 Purchase Requisition
 Select Requisition Maintenance
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Line by Line Check for Requisitions:

 Enter the Requisition Number, Then select “Enter” on your Keyboard
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Line by Line Check for Requisitions:

 Contains Information for:
 Descript
 F.O.B.
 P.O. Type
 Vendor Information
 St. Contract No.
 Ship To
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Line by Line Check for Requisitions:

 If Requisition is a 3-Part Quote, you will find information on page 2.
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Line by Line Check for Requisitions:

 Select Line Item, to review each line.
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Line by Line Check for Requisitions:

 Contains Information for:
 Description
 Charge to (Account Information)
 Quantity
 Unit Price
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Line by Line Check for Requisitions:
 Select Notes
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Line by Line Check for Requisitions:
 Contains Information for:

 Quote Number
 Quote Date
 Resolution Number
 If Blanket: BLANKET PO
 If Encumbrance NOT to be mailed: ENCUMBRANCE ONLY – DO NOT MAIL

 To close, select Done
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Line by Line Check for Requisitions:
 To close, Select Close
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Line by Line Check for Requisitions:
 The Green         indicates that there are attachments.
 Review that attachments by selecting the paperclip.

24



Line by Line Check for Purchase Orders:
 Finance
 A/P
 Purchase Order
 Select Purchase Order Maintenance
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Line by Line Check for Purchase Orders:
 Contains Information for:
 Descript
 F.O.B.
 P.O. Type
 Vendor Information
 St. Contract No.
 Ship To
 Attachments
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Line by Line Check for Purchase Orders:
 For further information, select Line Item
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Line by Line Check for Purchase Orders:
 Contains Information for:
 Description
 Charge to (Account Information)
 Quantity
 Unit Price

 Select Notes for further information
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Line by Line Check for Purchase Orders:
 Contains Information for:

 Quote Number
 Quote Date
 Resolution Number
 If Blanket: BLANKET PO
 If Encumbrance NOT to be mailed: ENCUMBRANCE ONLY – DO NOT MAIL

 To close, select Done
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To Use Laserfiche:
Laserfiche is now available to ALL USERS of Edmunds.
Laserfiche Purchase Orders Copies Will Include:
 Yellow Voucher (Signed by Vendor and Department Head/Supervisor)
 Original Quote (As Applicable)
 Original Invoice
 Original Packing Slip (As Applicable)
 Gold Voucher
 Check Number

 Open software by double clicking on the Laserfiche desktop shortcut.  

 Under Available Repositories highlight Wayne and hit the OPEN button.

 Under Laserfiche Repositories, expand Wayne and highlight TOWNSHIP.

 From the tool bar, click on the Search Pane icon.
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To Use Laserfiche:

 Click the arrow on the left of Customize Search and verify that Field is the only option selected. Hit Close.
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How To Use Laserfiche:
 Make sure that Search by Template Is selected and choose Purchase Orders from the dropdown menu. You may now lookup 

POs by the fields listed above. 

 You May Search Using:
 PO Number
 Vendor Number
 Finance Document Type

 Purchase Order
 Capital Purchase Order

 Check #
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To Use Laserfiche:

 Having Trouble? Advanced search options – Wildcards.   


