
1. Log in at “Employee Access”— http://ea.raymond.wa-k12.net/.  
2. Enter login and password 
 

 
 
3. Click on “Requisition Entry”. 
4. Click on “Add” 

 
5. Select the vendor by finding the right name, highlighting and clicking “Select”. If the vendor has not 
been used before the name will have to be added. Call the DO to do this. 

 
 



6. Enter all available information. Click “Continue”. If there are multiple items to be requested, input 
them in the succeeding line item #’s. 
 

 
7. Double check information. If correct, click “Contine”. 

 
8. Change ship date if necessary. Add shipping costs by clicking “Other” entering the dollar amount. 
When correct, click “Continue”. If there are special instructions (i.e., what funds should be used), put 
these in the “Summary description”. 

 



 
9. Unless you know the exact code, select the first one shown. (The principal will decide what code to use 
when approving the request.) Click “Continue”. 

 
 
10. Click “Submit for Approval” to forward the request to the next step. 

 
 
11. You will see this screen when submission has been successful. The next person in the approval process 
will designate what account(s) to pay out of, or decline the request. When your request is approved, you 
will be notified and may then place the order. 



 
 
Approval Steps by Administrator: 
 
1. After logging in, click on “Requisition Approval”. 
 

 
 



2. Click on “Change Account Distribution” and select the appropriate account and distribution. If more 
than one, you may mark all of them in the same manner at this time. 
3. Click on “Approve” or “Deny” 
4. Click on “Submit Approvals and Denials” or “Mass Approve” 
 

 
 
5. After submission you will see the following screen. The request will move up the chain. 

 


