ONLINE CATALOG ORDERING

WITH REQUISITIONS
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Starting at your HOME page, select the following in this order:
1) FINANCIAL MANAGEMENT
2) PURCHASING
3) REQUISITIONS
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Then select “ADD FROM ONLINE CATALOG”.
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Fill in your requisition information, including the correct Requisition Group, and information in the Description box.

Then select “Save and Add Detail”
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v] Requisition Group

Requisition Group: | 128 - Elementary
Fiscal Year: | 2817 - 2818 July 1, 2817 - June 38, 2018 |

*' Account zllocation by total requisition armount (YMA).
Account allocation by each reguisition detail line (YDA).

Requisition Information

= Description: | TESTING SCHOOL SPECIALTY OMLINE CATALOG

Description

Vendor: [SCHOOL SPECIALTY [**Ecommerce Vendor*™=

*ShiD TG:|I.A]:I'}!5§II‘H ELEMENTARY SCHOOL 624 EAST &TH STREET SOUTH LADYSMITH WI 54{v|
Attention: [CINDY JANSEN |

* Due Date: [02/12/2018 Tuesday
Ship Date: [02/13/2018 Tuesday
shipvia: [ ]

Contract:

4

Asterisk (*) denotes a required field
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This will automatically take you to the store website. There are TWO ways you can order on the website:

1) Either enter a description of the item in the SEARCH box and this will bring up all of your choices, (info on the next page)

2) Or Select the ORDER BY NUMBER heading and this will bring up a list of empty boxes where you enter your item numbers and how
many you would like to order (info in two pages)
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n _! 0O~ My Account -

Shop Digital Catalogs

A+ Deals Order by Number

CONTACT US

Customer Care
Service Center

Customer Care Information

Search

Customer Care Service Center:
Click here to track orders
report order issuses.

or cbtain documents.

588 388 3224 Phone
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Welcome to your dedicated website for School Specialty, your Strategic
Sourcing Vendor for Educational Supplies.

Order By ltem Number Shop Digital Catalogs WMy Shopping Lists
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(920) 241-4T783
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This is what comes up when you enter an item in the SEARCH box. (1)

You can check your price by clicking on the SEE YOUR PRICE message.

You then select the item and how many you want.

And ADD TO CART.
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Classroom Pack (8)
Price Drop (7)
Shop Teacher Favorites (7}

MNew (1)

SHOF BY DEPARTMENT
School - Office Supplies (36)

Classroom Direct - Teacher
Fawvorites (34)

Early Childhood (1)

BRAND
Ticonderoga (35)

Dixon (1)

COLOR
Yellow {(16)
Yellow - My First (3)
Black (2)
Yellow - Laddie (2)
Sees More._.
Order By ltem Number
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Shop Digital Catalogs

My Shopping Lists

i’ Qualifies for free shipping.

017552

Ticonderoga Pencil. No 2.5 Medium Tip. Yellow., Pack
of 12

Made from premium wood with a multi-coat finish that allows easy
sharpening. The exclusive graphite formula_

ﬁ Qualifies for free shipping. @

1602995

Dixon Ticonderoga Pencil. w/ Eraser. No2 Med.Soft,
T2 Ct.. YW

Ticonderoga No. 2 Woodcase Pencils, #2 Lead, vellow Wood
Barrel, 72 f Box

== Qualifies for free shipping.
[

1512578

Ticonderoga Compass Pencils with Erasers. Pack of
72

Ticonderoga The World's Best Pencil just got shorter! The same
exceptional quality expected from Ticonderoga. ..

ADD TO CART

Your Price $3. 19

List Price 3448 You Sawve 29%

b
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To add to cart

Your Price $30.59

List Price S43-08 Youw Save 25%

SEE YOUR PRICE

List Price $17.49

QTY 1

Quick Links -

To see price




This is what comes up when you select ORDER BY NUMBER. (2)

You then enter your ITEM NUMBER and QUANTITY and hit enter. It automatically fills in the description if it’s a correct item number.
You can enter 20 items before you need to select either “ADD TO CART” and add then it will et you add another 20 items;

or after you’re done entering all of your items, select “ADD ITEMS AND GO TO CART” if you are finished with your order.
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am Add to Cart will give you the § Bn this page
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2 | | | |
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After you select “ADD ITEMS AND GO TO CART”, this is your next screen.

If all is correct on this screen, select “PROCEED TO CHECKOUT”
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Welcome Ladysmith Sd Shopper - Acct # 279261
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Your Shopping Cart &= Print
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Cart Number: 7786719915 Return to Previous Page | My Shopping Lists | Order By Item Number | |y Proceed to

Checkout

Shopping Cart | Promotion Codes || Item Availability

Remove Selected Rows

Save to Shopping List

Remove | grgered Item
Line (W] Item Mumber Description Qty UOM Unit Price Total Price
1 (] 1602995 1602995 PENCIL TICONDEROGA #2 - DIX33904 EA Catalog: $43.00 Catalog: $43.09
- PACK OF 72 Disc:-$12.50 Disc:-$12.50
Met: $30.59 Net: $30.59
Remaove Selected Rows Update Order Total | Subtotal: $30.59

Shipping and Tax have not been finalized. Click here to calculate.
Save to Shopping List

Return to Previous Page | My Shopping Lists | Order By ltem Mumber | Proceed 1o Checkout



After you select “PROCEED TO CHECKOUT” this is your next screen.

If all is correct select “SUBMIT”

ﬁ_‘Chat | Help | 1-833-333-3224
Welcome Ladysmith Sd Shopper - Acct # 279261

H School Spec‘lalty.

Shop Cur Products A+ Deals Ideas & Resources Shop Digital Catalogs Order by Number

Review
== = (B
=55 g
Shopping Cart Review Confirmation
Cart Number: 77286719915 Return to Previous Page | My Shopping Lists | Crder By Item Number | m
Shopping Cart
Ordered Item
Line Item Mumber Description Qity Uom Unit Price Total Price
1 16022395 1602995 PENCIL TICONDEROCGA #2 - DIX33204 - PACK OF 72 1 EA Cataleg: 343.09 Catalog: 343.09
Disc: -512.50 Disc: -512.50
Met: $30.59 Met: £30.59
Sub Total: $30.59
Shipping and Handling: s0.00
Sales Tax (0% 20.00
Total: $30.59

Return to Previous Page | My Shopping Lists | Grder By ltam Number | m



Which takes you to this screen. Select “TRANSFER” and it will save your items to your requisition.

School
4 Specialty.

Thank You for Shopping With School Specialty!

Your requisition is ready. Press the "Transfer" button below to transfer your requisition information to
complete your order.

Transfer

Transfer info to

requisition




Back to your requisition. You select “ADD REQUISITION ACCOUNTS”.
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Put a m under the SELECTED column to select your account. Then select “SAVE ACCOUNT DISTRIB”
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Frd T |Loc Obj Func Prj Funds Awvailable Selected
— Account Number Information
10 E 128 341 256710 000 §-1,819.54 | Tcode Description
10 E 128 342 115000 000 £0.00 10 GENERAL FUND
1 10 E 128 411 115000 000 128 ELEMENTARY SCHOOL
10 E 128 415 115000 000 $0.00 i1 SUPPLIES & MATERIALS
10 E 128 417 115000 000 $1.65 115000 FOURTH GRADE
10 E 128 435 115000 000 £0.05
10 E 128 470 115000 000 £2.20 2017-2018 Available Funds By
21 E 128 415 125008 641 $300.00 Individual Account
4 >
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QuickKey:[ ]
Total Amount to Distribute: $30.59 100.00%
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— Remowe All
4 »




Which brings you to this screen. After all is complete, select “SUBMIT FOR APPROVAL” and you are done!
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Requisition Detail Lines/Accounting
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