e 10 Cart/Requisition Retrieval: This process allows yohr school staff to create shopping carts that can be reviewed and
a/ approved by the administrator . The process is simple, secure, and no orders can be processed without review and approval.
\ h ‘ Instructions for staff to create carts for your approval are below and attached.
Schoo, Quick Instructions ~ Staff Requisition

Specialty

Oniineé gptering Requisition:

e Go to: www.schoolspecialty.com
In the upper right, click Register or Login
Enter your user name and password, click Login.
o Username: newrockfordstaff

o Password: newrockfordstaff (case-sensitive-use lower case)

Or Register

LoQaing in ensures you vl re1&ve the Dest prging and special offers,
a'ong with quick 2na easy checkout.
Register as an Individual

i e e P SR - ©  Ragisteras aschocler
Passwerd: institution user
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Forgetutse
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Choose your option to start your Requisition: 5 easy ways to shop 1) Search by Key words under
search window 2) Already know what you want? “Order by ltem Number” 3) Shop digital catalog
4) Shop our products 5) Shop using My Shopping List which can be found under the My Account
mentu

1-28€-268-3222 | CotHalp ~

Wel Sd - Acct# 464327 Logeut
4 School =

MSpecialty LR -

Order by ltem Number

L FEATURED PRODUCTS

Onter By Rem lasnber  Shop Digital Catalogs 1y Saved Cants My Shoppiag Lists - Wew Carts Orders Quikk Links +




From the Shopping Cart screen, enter your name in the “Attention To” and “PO Number” field, save
your cart if you are not finished or click “Proceed to Checkout” and then from the Review page, click
“Submit’. Your cart will route automatically to your approver (see below).

Important!: Print a copy of your cart and take it to your office manager so they know there is a cart for

them and have the cart number.

Catalog:510.95

4 | | 054000 = 054000 ' CONSTPPRN12SKYBLUETRURAYE0 ' 5 | EA | Catalog: 52.10
: | PERPACK i i Disc-81.13 Disc:~55.85
; Met 51.06 | Met 8530 -
¢ Remove Selected Rows Update Order Totzl | Subtotal: $24.05
How can | receive free shipping? Shipging and Handling: 59.05
Sales Tax (0%): 30.00
Total: 834.00
Delete Cart| Save Cart ] Save to Shopping List

Approval Limit 50.00 Appravers:  KATYISD SHOPPER ~

Approval Details:

Shipping Information
Location: KATY INDEPENDENT SCHOOL DISTRICT

7 ake this my defauit
Attention To: VANHAMDEL, KURT Change Aftention To
Address: 6301 S STADIUMLN, KATY, TX US

4

Shipping Method

items can only be shipped GROUMD. (Next Day and Sacond Day are
currently not available online.)

#* Request Ship Date
(DD-I4ON-YYYY)

01-Dec-2014

Shipping Instructions

These instructions only apply to Truck 7 Freight shipments and will not be
available on Parcel shipments.

7 Call 24nrs prior to
delivery

Billing Information
Customer:KATY INDEPENDENT SCHOOL DISTRICT

Address: POBOX 159, KATY, TX, US

PO Number

If you have a purchase order, pl
enter some other reference

Kurt VanHandel /4
Payment Information

‘dentify this order:

£e enter that number here; othenvise

Return to Previous Page | Ky Shopping Lists | Crder By ltem Mumber | Brac:

=*Note**: Don’t forget to click “Submit”’ on the Review page to send your cart to the approver.

Review

.‘(w

Shopping Cart

Cart Number: 7777729880

¥

Review Ccnfirmation

Return to Previous Page | iy Shopping Lists | Save Cart| Order By ltem Number | |

Approval Details: Approval Linkit 50.00

ADDIover: YANHANDEL, KURT

Questions? Call our Toll Free Online Support Department at 800-513-2465 ext 2




