
 
 
 
 

This reference guide prints on an 11 x 17 ledger paper size. 
To print, select the following conditions on your printer: 

 

 

  

 

 

 

See next page for quick reference guide 
 



 

+ (click on the plus sign to create an order number) 

B7800003 – Kathy 
B7800005 – Darlene 
B780004 – Emily 
B780002 - Jon 

Teacher Name/Class/Location 

Enter Whse ID# or Direct Ship to # 

See example to the left. 
 
Give a good description w/ part number if possible 
On the last item, include quote number & email address to send PO to for processing. 
To add more than 1 line item, hit enter after you complete your fist item and it will bring to item 2 and so on… 

Once you finish all your items hit enter and look for record accepted on the top right, give it a minute before 
you approve, there is a lag time – then open your menu on top left click on pending tasks and approve. 

DO THIS LAST - Pending Tasks 
Approve your PR in workflow 

Click lightning bolt for PR # 

Leave as default 

Insert vendor ID or search here. 

Attach your quote/shopping cart/proposal here. 

Only select from drop down list 

STOP AND HIT THE ENTER KEY TO SAVE YOUR PR AND GET A RECORD 
ACCEPTED AT THE TOP LEFT HAND CORNER.  CONTINUE TO SECTION BELOW 

12345-123 PENCIL, #2 LEAD, MEDIUM SOFT, 12/PK, 
TICONDEROGA 

QUOTE# 00001 

VENDOR@VENDOR.COM 

Reminder! Funds need to be fully available to process your PR. 

Will default to 7.75%, leave as default for supply ordering. 
Remove for services by selecting the NO drop-down option 
NO TAX PAID TO VENDOR 

Enter shipping charge here 

PLEASE USE ALL CAPS WHEN ENTERING INFORMATION 


