
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. 

 

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  

 

 

 

 

 

 

 

 

 

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.   

 

Click TRANSFER to bring the requisition directly into Skyward, choose EDIT to make changes, or REJECT.   

 

 

 

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

 


