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Quick Instructions:

Create a Cart For Punchout 
Administrator Approval

Creating a Cart For Punchout Administrator Approval
Welcome to School Specialty Online! Below are instructions on how teachers and other staff 
members without access to the procurement system can create a shopping cart directly on our 
website. This cart can then be retrieved, reviewed, and approved by your administrator in your 
procurement system using a feature called Cart Retrieval. The process is simple and will ensure 
your orders go through the appropriate approval steps seamlessly.

Log In:

•  Go to: select.schoolspecialty.com
• Enter your Username and Password, click SIGN IN.

- Username:
- Password:

•  If prompted, enter or select your school email address to identify yourself.
• Click CONFIRM.

Start Your Cart with 4 Convenient Ways to Shop:
1. Search by keyword in the search bar.
2. Shop Our Products to browse product categories.
3. �Already know your item number(s)? Use Quick Order for quick key entry.
4. �View Shopping Lists. See any Shared Shopping Lists or save a list of your commonly

ordered items for future ordering.

• At any time, select the cart icon in the upper right to go to your current cart.

ProTip! Explore more of our shopping collections in the blue navigation bar, and don’t miss 
our Ideas & Resources section for inspiration and educator tools that go beyond shopping.
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Submit Your Cart: From the 
Shopping Cart screen:
• �Confirm your location address is correct. If not, update it using the ‘Addresses’ drop-down.
• Enter your information in the ‘Attention:’ field and click Save Attention Details.
• �In the ‘Approver Email‘ field, enter the email address of who will retrieve your cart into your

procurement system. (Example: Your school secretary or bookkeeper)
• If you are not finished shopping and would like to save your cart to complete it later, click SAVE CART.
• If your cart is compete and you would like to submit it for approval, click SUBMIT FOR APPROVAL.

IMPORTANT! Confirm that your order did not receive any error messages and you have 
received a message back confirming “Your order has been submitted.”

• �Your cart will route automatically to the retrieval queue and an email will be
sent to the approver email address you indicated once submitted.

ProTip! Access My Dashboard to view any rejection notifications that require your attention 
or to check the status of your cart under Carts. Carts in the ‘Transferred’ status can also  
be easily reordered.
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Questions? Contact our Online Web Support via Chat, call 888.388.3224, 
or email websupport@schoolspecialty.com.
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