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Purchase Requisition (PR) – A purchase requisition document is an 
internal approval process for requesting to purchase goods or 
services, and is used to establish pre-authorization for a 
designated activity.

Purchase Order (PO) – A purchase order is created once a purchase 
requisition is fully approved. A purchase order is the final 
authorization to proceed with the purchase of goods or services. 
This document is used for external purposes of establishing an 
obligation and guarantee of payment to a designated vendor.



Accessing COMPASSedu

COMPASSedu is a web-based system developed and maintained by the San Bernardino 
County Superintendent of Schools (SBCSS). The Business Services Office of Copper 
Mountain College is the district administrator for creating users, approval rules, and 
assigning account access privileges, in addition to processing Requisitions into Purchase 
Orders.

To access the system, a user account must be established through the Business Services 
Office. 

COMPASSedu Sign In

https://sanbernardino.compassedu.net/WebForms/CompassSecurityLogin.aspx


Accessing COMPASSedu (IE Mode)

Since June 15, 2022, Internet Explorer is no longer supported. The COMPASSedu system is only operated 
using Internet Explorer (IE), so Microsoft has come up with a temporary solution to this issue by allowing 
Microsoft Edge to be run in “IE Mode” for certain websites. You will need to setup the COMPASSedu login 
link to run in IE Mode for it to work.

To setup COMPASSedu in IE Mode:

➢ Open Microsoft Edge          

➢ In the top right corner click on the “…” menu button and select “Settings”.

➢ In the Settings menu, select “Default Browser”.

➢ “Allow sites to be reloaded in Internet Explorer mode (IE Mode)” – Change dropdown setting to “Allow”.



Accessing COMPASSedu (IE Mode)

➢ Under “Internet Explorer mode pages” select the Add button. 

➢ Copy the link to COMPASSedu, paste that link into the box provided and click Add.

➢ LINK: COMPASSedu Sign In

➢ The link should now appear on the list of allowed pages, referencing the expiration date*.

*NOTE: The IE Mode license is only allowed for up to 30 days. Microsoft Edge will show a message banner 
when the page expires and ask if you wish to renew it. Select “Add Back” then click “Done” and it will be 
extended for another 30 days.

https://sanbernardino.compassedu.net/WebForms/CompassSecurityLogin.aspx


Accessing COMPASSedu (IE Mode)

OPTIONAL STEP: If Microsoft Edge is not your primary/default browser, it is recommended that you also save 
the page as a favorite or set it up as the default page when opening the Edge browser. To save as a favorite, 
simply click the star to the right of the address and save to the desired location.

To setup the login screen as the default page:

➢ In “Settings”, select the “Start, home, and new tabs” menu option.

➢ Under “When Edge starts” select “open these pages”.

➢ Click the “Add a new page” and paste the link in the box provided.

Add as Home Page:

➢ Under “Home button” enable the “show home button on the toolbar”. 

➢ Click the option to add a specific page, paste the link in the box provided.

The Edge browser may need to be closed and reopened to refresh these settings.



To logon to COMPASSedu, you will need:
1. Username
2. Password
3. District Number (CMC = 79)

Logon to COMPASSedu



This is the Applications Home Screen. Applications are categorized into different menus. 
The number of menus and applications visible is based on access granted to the user.

Before continuing, verify that the logon, district, and fiscal year are correct.



To change the fiscal year, click on the calendar icon in the top right corner of the applications menu 
screen. In the window, enter the correct fiscal year and click “Update”. Contact the Business Office if you 

are uncertain of the correct fiscal year.



To change a user password, click on the user name in the top corner of the applications menu screen, 
then click “Profile Settings”. Follow the on-screen instructions for creating a password.

Note: If you have forgotten your password or your account is locked, 
contact the District Administrator in the Business Office.

Change Password



Purchasing Application Overview

To access the Purchasing application, click on the “Accounting” menu 
icon on the Applications Menu Home Screen. In the menu options, 
select “Purchasing”.



Purchasing Application Overview

Purchasing Home Screen – Before proceeding, verify that the logon, district, 
and fiscal year are correct.



Purchasing Application Overview

The section to the left of the window is the called the 
“Purchasing Tree”. This section contains all the menu 
options available to users based upon access permissions.

Categories:
- Requisitions
- Purchase Orders
- Change Orders
- Receiving 

Most Requestors and Approvers will have access to the 
Requisitions category only.



Approving Requisitions

For Approval – On the Purchasing Tree, select the item “For 
Approval”. This will populate to the right a list of all 
requisitions in the approvers workflow. The “Currently With” 
column will indicate the approver’s position.



Approving Requisitions

The search list will display overview 
information about the requisition 
such as:

• Requisition #
• Description
• Creator & Requestor
• Vendor
• Cost

Use the horizontal scroll bar to see more information.



Approving Requisitions (Quick Approval)

There are two options for approving 
requisitions: 

• Quick Approval
• Summary Approval

Quick Approval – allows approver to approve the requisition based on the 
overview information provided on the Requisitions Search screen.

Click on the desired requisition to highlight it. The “Quick Approval” budget will 
become available. The “Enter Comments for Approval” pop-up box will appear. 
Enter any comments, if any, or simply click “OK” to approve the requisition.

Repeat this process, if desired, with the next requisition on the list.



Approving Requisitions (Summary Approval)

Summary Approval – takes the approver into the details of the Requisition Entry 
screen to review the complete information on the Requisition.

Summary approval also gives the approver the ability to review each requisition 
in sequence, as long as the highlighted requisition is the first on the list.

Highlight the first requisition on the list, click “Summary Approval”. This will 
open the first requisition’s detailed information for review.



Approving Requisitions (Summary Approval)

Section 1 – Requisition: Displays the overview information about the requisition (number, description, requestor, 
department, type of goods/services).
Section 2 – Vendor: Displays the desired vendor for this requisition. If the vendor is not entered, check the 
“Suggested Vendor/Changes” box in this section. Vendor may be new to the system.
Section 3 – Shipping: Populates once a vendor is selected, typically does not require additional entry.
Section 4 – Item Details: Displays the goods/services requested and the accounting information to fund the 
requisition.
Section 5 – Attachments: Additional supporting documentation for the requisition.



Approving Requisitions (Summary Approval)

Approver may make any necessary changes to the requisition, then click “Save” at the bottom 
right corner of the screen.

Approval of requisitions is occurring in sequence. Approver may skip the currently displayed 
requisition if they wish to address anything later by clicking “skip”. This will allow the approver to 
move on to the next requisition in sequence and keep the skipped requisition in their workflow 
for later.

Once reviewed, click “Approve”. The system will then automatically move to the next requisition 
on the list. Continue reviewing and approving requisitions. 



Approving Requisitions (Summary Approval)

Once all requisitions on the list have been reviewed and approved using the Summary Approval 
method, a pop-up summary box will appear, displaying the activity performed.



Approving Requisitions (Rejecting Requisitions)

Approvers also have the option to reject a requisition. Click the “Reject” button at the bottom of the 
screen. A “Reject and Send Back To” pop-up box will appear. Select the “Send To” position from the drop-
down mention. Enter reason in the “Comments” box and click “OK”.

Once a requestor has addressed the reason for the rejected requisition, it can then be resent for approval.



Approving Requisitions (Workflow Forwarding)

Workflow Forwarding is used when an approver will be out of the office for a period of time. It ensures that 
requisitions can still be reviewed and approved on their behalf in their absence.

• An approval workflow can only be forwarded to other approvers.

• Once a requisition has been sent for approval, unless workflow forwarding is active, it will go to the 
primary designated approver. Workflow forwarding must be active for requisitions to be re-routed to an 
alternate approver. Otherwise the requisition will remain with the primary approver until their return.

• Workflow forwarding may also be activated by the District Administrator in the Business Office.



Approving Requisitions (Workflow Forwarding)

To activate Workflow Forwarding: 

1. In Purchasing click on the “Utilities” menu. 
2. Select “Purchasing Workflow Forwarding”.
3. A Workflow Forwarding setup box will appear.
4. Under “Forward All Incoming Documents to:” select from the drop-down list to whom the approver’s 

workflow will be forwarded to.
5. Determine the date range that Workflow Forwarding will remain active. Please note that the end date is 

included in the forwarding. It will cease to forward on the following date.
6. Click “Save”. All requisitions sent for approval within those dates will be forwarded to the designated 

alternate approver.



Using the Search Options (In Requisitions)

Standard Search:
• Requisition #
• Requisition Date
• Requestor
• Fiscal Year
• Location
• Entered By (login)
• Description

Advanced Search:
• Account Code (by whole or section)
• Vendor (use query box to search)
• Status



Using the Search Options (In Purchase Orders)

Advanced Search:
• Account number (by whole or section)
• Vendor (use query box to search)
• Status

Standard Search:
• PO Number
• PO Date
• Fiscal Year
• Location
• Description
• Requestor



For further assistance, please contact the 
Business Services Office

Kathy McBride, Purchaser
Ext. 5306

klmcbride@cmccd.edu

Jared Zwicker, Director of Fiscal Services
COMPASSedu District Administrator

Ext. 5309
jzwicker@cmccd.edu 


