Quick Instructions:

School i i
p S pocialty Cart Retrieval in Your

SELECT"

Procurement System

Welcome to School Specialty Online! Our seamless integration with your procurement system
offers many convenient features. One of these features is Cart Retrieval. This enables teachers
to shop and create carts directly on our website that you can then retrieve, review and approve
directly in your procurement system. The process is simple, secure and provides an important
safeguard since no orders can be processed without review and approval.

Below are instructions for how to retrieve carts with just a few simple clicks.

Connect to School Specialty in Your Procurement System:
* When a cart is ready to be retrieved, you will receive an email notification alerting you.

ProTip! Copy t

p Schoo

he cart number to make it easy to find in the next steps.

|

Specialty.

Hello,

Shared User - staff.name@schoolemail.com (punchout-
staff.shared.staff.name@schoolemail.com), has submitted cart 1043358664 for your

review. This cart is now available to be reviewed and transferred into your accounting

system.

Cart Details
Cart Number:

1043358664 I

Purchase Ord

er#:

Cart Value: $940.85

Submitted Da
Ship To Addre

te: 06-24-2024

ss: ECOMMERCE TEST SCHOOL DISTRICT
W6316 Design Dr
SCHOOL DISTRICT
Greenville, Wl 54942-8404

Please review and transfer this cart.
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Connect to School Specialty in Your Procurement System: (continued)
» Launch your procurement system application and create a new School Specialty
eCommerce Cart requisition.
» Once School Specialty’'s website opens, click on My Carts to Retrieve.

1-888-388-3224 & JohnDoe 1
School
) ‘ Specialty. a m

Shop FlagHouse Featured Assortments Ideas & Resources Deals & Clearance Quick Order My Dashboard

bhop Our Products Shop By Learning Model Shop By Learning Environment

Everyday Free Shipping on Qualifying Orders Over S69. | Learn more about our FREE Environments Design Services.

Account Quick Links

My Dashboard

ﬂu View and manage your account options.

-7 My Transferred Carts
e ¢ View or transfer carts

E My Shopping List
View and manage lists shared with you

§+{ My Carts to Retrieve
e o View, edit, or import account carts into your
accounting system

Transforming More Than Classrooms

Locate The Cart:
« To find the cart you can search by the cart number provided in the email notification.
You will be taken directly to the cart. (Recommended)
« Alternatively search by selecting a location in the “Filter by Ship To" field. When you
find the cart you want, click View Cart.

Filter by Ship To: All Ship To Location > Search by Cart Num a

2 carts totaling $251.76 ACTIONS

Requested Ship Date

ECOMMERCE TEST ELEMENTARY
Your Shopping Cart SCHOOL

Shared User -
1025873454 teacheremail@schoolspecialy. 6316 DESIGN DR

Pending - Waiting for Transfer from com (share dusemame) Invoice ELEM SCHOOL
Punchout_Shopper_Group-100005073 Pricing Program: OMNIA - FREE FREIGHT Oct10, 2022 13008 GREENVILLE, W1 54942-8404
us

—
Jane smith

ECOMMERCE TEST ELEMENTARY

Your Shopping Cart e SCHOOL

1025873420 teacheremall@schoolspecialty W6316 DESIGN DR

Pending - Waiting for Transfer from - . com (sharedusername) Invoice ELEM SCHOOL

Punchout_Shopper_Group-100005073 Pricing Program: OMNIA - FREE FREIGHT Oct 10, 2022 $11268 GREENVILLE, W1 54942-8404
us

Ships when rezdy

Ships when ready

Charles Brown
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Retrieve The Cart:

Quick Instructions:

Cart Retrieval in Your
Procurement System

» Select EDIT to add, remove, or update any items in the cart requisition.
« |f the cart should be rejected, enter any further directions to the cart creator into the

Comment field and select REJECT.

« Select TRANSFER to bring the requisition information (item numbers, descriptions, UOM,
your net pricing, etc.) directly into your procurement system populating your requisition
lines and allowing you to complete the approval process within your system.

ProTip! Upon completion and approval within your system, the order will become a
Purchase Order sent electronically to School Specialty. We recommend listing the cart
creator as the contact on the P.O. to receive the order confirmation and any email order
updates. See How to Re-Transfer a Cart for more information.

Cart #1044327460

Cart #1044327460 ("Your Shopping Cart’) | Awaiting Transfer 06/14/2024

Cart Status Awaiting Transfer

Order Summary
Subtotal 547550
+ Estimated Tax
+ Shipping

Toral $475.5(

Your Shopping Cart (150 iterns, $475.50) #10443274.

Cart Transfer

Comment

|

REJECT

TRANSFER

Additional Updates Budger Code

® No Change
O Add Budget Code

150 Items

School Smart No 2 Pencils, Pre-Sharpened, Hexagonal with Latex-Free
Erasers, Pack of 12

Deliver,

Quantity Unit Price Total Pri:a

100 $2.62 $262.00
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Retrieve The Cart: (continued)
» From selecting EDIT, choose cart editing options such as:
« Click Add an Item to search by item number or description to add another item to the cart.
» Update item quantities from the box or select Remove to remove the item from the cart.
» Take advantage of any Save Now deals to replace items and save on your budget.

» Apply an alternate pricing program to the cart from the drop-down (available only to
accounts with multiple contracts.)

» Select TRANSFER to bring the requisition into your procurement system or REJECT with a
comment for further instructions to the cart creator.

1-888-388-3224.

2 Jompoe &
74 School

A" # Specialty. - Q

Shop Our Products Shop By Learning Model Shop By Learning Environment Shop FlagHouse Featured Assortments Ideas & Resources Deals & Clearance Quick Order My Dashboard

Your Shopping Cart # i

Cart #1044327460 | Awaiting Transfer | Last modified on 06/14/2024

(@ Addan lem

UPDATE BUDGET CODE

150 Items
Product Delivery Quantity Unit Price Total Price
- School Smart No 2 Pencils, Pre-Sharpened, Hexagonal - 00
" with Latex-Free Erasers, Pack of 12 §2.62 $26200
u Item #: 084453 Remove
= Z:hool Smart Colored Pencils, Assorted Colors, Pack of ’ . % saz —
i I | Item #: 245788 Remove
i D cng
—~ e Subtotal $475.50
(®  Have Promotion Codes? o Loy
$0.00
Total $475.50
Cart Transfer
Comment
REJECT TRANSFER

Questions? Contact our Online Web Support via chat, call 888.388.3224
or email websupport@schoolspecialty.com.
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