Quick Instructions ~ ~ Secretary Requisition Retrieval in Skyward

You will be notified via email when a cart has been routed for retrieval/transfer. The email will contain the cart
number. Copy the cart number to make it easy to find.

‘ School
A ¥ Specialty.

Hello,

Shared User - kv@ss!.com (pgcpsstaff.shared kv@ssl.com), has submitted cart 1029473483 for
your review. This cart is now available to be reviewed and transferred into your accounting
system.

Cart Details

Cart Number: 1029473483

Purchase Order#:

Cart Value: $27.18

Submitted Date: 01-10-2023

Ship To Address: BEACON HEIGHTS ELEM SCHOOL
6929 FURMAN PKWY
RIVERDALE, MD 20737-3016

Please review and transfer this cart.

Launch your Skyward Application — create a new School Specialty eCommerce Cart requisition. Once School
Specialty’s website opens, Click My Dashboard — View Carts to Retrieve

@ Crae | 1-888-358-3224 L. Wi Vanhanda

School
A ‘Speualty sarch a

Shop O Produets Shaop by Luaming Ermironement Spacially Shops Ciuick: Oveir My Dashboard

AMERY SCHOOL DISTRICTs e
Dashboard

Cartsto Retrieve | You have 2 cans awaiting retrewal Wiow Carts to Retrieve

Tramafurred Carts | ou have 1 ranstered cors /v;«...-rumr....d Carts

Paste the copied cart number in the Search by Cart Num box and click the Search Icon. You will be directed
directly to the cart.



Or, you can Filter by Ship To Location to locate your cart to retrieve and click View Cart.
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Click TRANSFER to bring the requisition directly into Skyward, choose EDIT to make changes, or REJECT.
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Additional Updates

Budget Code
® No Change
© Add Budget Code.
o
2 ltems
Product Delivery Quansty Unit Price Tosl Price:
8 Teecos Instruments Negire € Texas Inssruments Nspire CX Il Graphing Caleulstor with Rechargesble - 0 1 $179.57 $179.57
Banery
B Casio FX.3050 Graphing Casio FX-9860GN Graphing Calculaor - 1 $126.50 $126.50

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



