
Shopping Cart Ordering Process for a 
Warehouse Order



Open IE explorer.  (A) Type “apps.lausd.net” in your search bar. (B) In Log on box, type 
your User Name and Password (SSO), and (C) click Log On button.
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(A) Click on the SAP-Portal Link. (B) Business Tools for Schools Log On box will pop up. Please 
enter your single sign on (SSO), User Name and password to proceed to your Shopping Cart Main 

Home Screen. (C) Click Log On
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Once logged into the system,  (A) Click Procurement Contracts Tab.  
(B) Click Process Transactions.  (C) Click Manage Shopping Carts. 

(D) Click Create Shopping Cart.



1. (A)  Record your shopping cart number.
(B) Name of Shopping Cart: Enter a meaningful shopping cart name. 



2.  (A) Click on the Set Values link to open Change Default Settings window.



3. (A) Click Account Assignment tab, (B) Click Details button, Details for Item 0001: 
Finances and Funds. (C) Verify 7 digit Cost Center.

(D) Enter 13 digit Functional area.   (E) Enter 6 digit GL Account.



4. (A) Click Delivery Address tab. 
(B) The C/O field must contain the delivery location for this order.

(C) Click OK to close Set Values



4. (D)  Video example for selection of Delivery Address. 



5. (A) Click on the option box in the Delivery Priority field, (B) Select one of the 
delivery options.  Change here for Overnight, Same Day, Will Call or Future 
Dated.  *Update the Delivery Priority field after all the lines have been added.



6.  (A) Click Add Item, (B)  Select and click General Stores Distribution Catalog.  
This opens the Procurement Catalog  Screen



7. (A) Click on Advanced Search. This will open your search fields. 



8. (A) Enter the commodity code in the Product ID field.  You may search using 10 
digits, or last 6 digits, or first 5 digits then hit enter.  (B) Update your quantity. 

(C) Click Add to Cart next to the quantity field.



9.  Once you are finished searching and selecting items, (A) Click View Cart to 
verify accuracy of ordered items. 



10. (A) Click Check Out to go back to your Shopping cart screen and 
(B) items will be moved from View Cart to Item Overview Table.



11.  (A) Select line 1 and Click Details.  (B) Click on Account Assignment tab. (C) Click Details button 
(D-a) Check G/L Account for EACH line item,

(D-b) Using the VCR buttons, left and right, to scroll through each line item.



12. (A) Click Details for Line #1. (B) Click Notes and Attachments tab.  (C) Click on Supplier Text 
Link.   (D) In Supplier Text box, type contact info.  (E) Click Ok to close Supplier textbox. 

For Warehouse Orders, enter all information on one line if possible.

Enter all 
information on 
one line if 
possible



13.  (A) Confirm Total Value (Gross) for order is correct.  
(B) Click Check button to verify data in your shopping cart.



14. (A) Check the Certification box. (B) Click on the Order button to finalize ordering 
procedure if no RED errors populate. Once order is submitted, you will see the message, 
“Shopping Cart Ordered Successfully”. Your Administrator must now approve the order.



15. (A) Click Refresh button to apply the STO number.



16. (A) Scroll down and select the Related Documents tab.  (B) Purchase 
Order(STO) is listed under Back-End Document Number.
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17. (A) In order to view a SC order, click the Print Preview button after 
the SC has been approved.  (B) You will get a pop up message if you want 

to open or save Shopping_Cart.pdf.  Click Open.
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Preview of Shopping Cart in pdf format.  You may choose to 
Print or Save to your computer.


