Submitting Inventory Order Form
The steps required to send a Warehouse Inventory Requisition

1. 
Go to the www.southsanisd.net
2. 
Click on For Employees

3. 
Select Docushare

4. 
Select Purchasing

5. 
Select Warehouse Inventory Order Form
6. 
Click Open

7. 
Complete Order Form

8. 
Click File – then Save As

9. 
Name the File

10. Close the Warehouse Requisition Form

11. Open the Novell GroupWise

12. Click on New Mail

13. To: warehouse@southsanisd.net
14. Under Subject: please type your school or department 
name and indicate “Order Form”

15. Click Attachment and attach recently saved Warehouse 
Requisition From

16. Click send 
