
AIS HELP 
 
If you do not know when a Release or Departmental Receipt is required, view this chart 
for help. 
 
Before entering Releases or Departmental Receipts on-line you should have completed 
the Request for AIS Access form, received training from AIS & Purchasing Personnel 
and been supplied with a User ID and password. 
 
If you need additional help or have questions, please view the following manuals. 
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http://www.siuc.edu/~purchase/howto/chart.pdf
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