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Requisition Retrieval in Your Procurement System (For Administrator Use Only)
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 the cart number to make it easy to find in the next steps.

Quick Instructions:

Cart Retrieval in Your 
Procurement System



Select.SchoolSpecialty.com     |    888.388.3224 All rights reserved. ©2025 School Specialty, LLC 
AM_662530  |  3/25

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. 

Quick Instructions:

Cart Retrieval in Your 
Procurement System

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.
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Quick Instructions:

Cart Retrieval in Your 
Procurement System

Retrieve The Cart:
• Select EDIT to add, remove, or update any items in the cart requisition. 
• �If 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. 
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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.

Quick Instructions:

Cart Retrieval in Your 
Procurement System

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


