
HOW TO ORDER DISTRICT FUNDED
PERSONAL PROTECTION EQUIPMENT (PPE)

IN LRP SHOPPING CART

MATERIEL MANAGEMENT BRANCH
GENERAL STORES DISTRIBUTION



LRP Shopping Cart Link: https://psd.lausd.net/lrp_shopping_cart/

1STEP

The web site requires a LAUSD Single Sign-On. Requestor can access this web site at home or 
outside LAUSD network.

2STEP

Click on Order PPE.
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3
STEP

Requestor must enter their Cost Center, Site Administrator Name (Approver) and Site 
Administrator Email Address without @lausd.net, click Save and Add Items.
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4STEP

Order form lists all the District funded PPE available through General Stores Distribution Center. 
Requestor can enter the quantity for each PPE Items. Once complete, Click Add Your Items.



5
STEP

A pop-up window will show as a reminder for the Requestor to confirm items and quantity before 
submitting the request. Click OK. 
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6
STEP

Requestor has to click the check box to certify the request is for COVID-19 Pandemic.
The Finished - Submit Order to SAA will be enabled to submit request. 
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7
STEP

System will generate an email notification to the Requestor with the list of items and Approver 
information.



8
STEP

Site Administrator will receive an email with a link to Approve or Disapprove the request.
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9STEP

It will direct the Approver to the LRP Login Page.
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10
STEP

Approver will be directed to a page to Approve or Disapprove.

11
STEP

Once approved, Requestor will receive a confirmation email.

If the Site Administrator disapproved the request, the Requestor will receive an email notification.




