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.

PL~-acd @) Citrix Access Gateway

ttps://apps.lausd.net/vpn/index.html

Tools

Help
Shopping Cart BPPs £ vault Main [ Citrix Access Gateway & LRP Forms Login Procurement Services Divi...

View Favorites

"} Los Angeles Unified School District

Please log on to continue.

User name: MICHAEL MARTIN e
: , B
' Password: | EXXXXXXIL: <

[ Log On .(———C

Enter your Single Sign-On (email) username and password to Log

On. e.g. (msmith@tatusdict2-eaus, mary.smith@tausd-net). Do not

add domain name (@lausd.k12.ca.us @lausd.net)

Account Problems? Get Support




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

A » - i :
Search
Settings Log Off ¥ crrR!x

Main Select view: ¥ G

B e A

Utilities SAP Portal - Prod

Business Tools for Schools

User * | > B
Password *

* Enter your Single Sign-On (email) username and password to Log In.
e.g. (msmith@tausdki+2caus, mary.smith -
Do not add domain name (@lausd.k12.ca.us @lausd.net)

Account Problems? Get Support

[Tos ontfm C

Copyright © SAP AG. All Rights Reserved.




Once logged into the system, (A) Click Procurement Contracts Tab.
(B) Click Process Transactions. (C) Click Manage Shopping Carts.
(D) Click Create Shopping Cart.

» Manage RFx Creation Date 0 B To (g »
‘ Manage Shopping Carts Status M
/

Welcome MICHAEL MARTIN

Home  AccessRequest  AccountsPayable  Accts Recv/Cash Mgmt .W“"'Frm Controling ~ Funds Management ~ General Ledger  Grants Mgmt l\ ) Procurement / Contracts
Manage Information | Manage Master Data | Process Transactions -
Manage Shopping Carts
|4 { I
Detaled Navigation |+ Hide Quick Criteria Maintenance |
+ Dipay POErTors Shopping Cart Number: ¥ (1000738743 To v

* Display Purchase Order (MM)

Iniain Garvi Shopping Cart Name
» Maintain Service Entry Sheet
+ Manage Contracts kem Description:
* Menage Purchase Order Timeframe -

» MIGO - Post, Change or View Goods Re

: ¥ Role M
» Shopping Cart Monitor
" Sourting PO Number:
Product Category 0
Servu:es— Partner Product: '
| Create Shopping Cart Including Product Category Hierarchy
Bought on Behalf

Portal Favorites

Including Completed Shopping Carts:
Show my Team Carts:
Smart Number.




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

Create Shopping Cart
)

Create Shopping Cart
| Onder ) | | rnPreview || | Cose | Save | Check | System formain | Creat Wemory Snapsht|

Number 1000725731 |  DocumentName WMARTINOO7 1208201710:17  Status InProcess  Created On 1208201710:17.50  CreatedBy MichaelMartn

By on Behalfof WichaelMarth Approval Note
Name of shopping cart: | MMARTINOOT 12/0822017 10:17 /

Defouk Settngs: ~~~ Set Vales \N

Header Data: Values

ApprovalProcess:  Display / Edt Agents

[ certify that, to the best of my knowledge, | have not violated any

Documert Changes. Doy appicable State laws, rules, or Board policies regarding contracting/
* FM Posting Date: 12082017 procurement actividies and | have not violated any confict of interest

: requirements. Addtionally, as part of the recently approved Board of
_JERE ez Education "Buy District" Resolution, | have checked the availabity of the
PeeredVendor [ () requested tens fom e LAUSD' Generl Stores DisutonSuppes
* Conpettie and Equipment Catalog (Stores Catalog) in the new SAP system. |

understand that if [ need clarification on any of the above, | must seek
* PO Event Type: |Other i) information romthe Procurement Services Divisin Offce




) Click on the Set Values link to open Change Default Settings

Name of shopping cart:
Default Settings:
Header Data:

Buy on Behalf of: (36558 (3 Michael Martin
Approval Process:
Document Changes:

MMARTINOC 7_1_2'|)812017 10:17 |
* FM Posting Date:

[] DELIVER BY JUNE 30 Delivery Priority:
Preferred Vendor:

* Competitive:

ange Defa - .

Your data will be transferred to all new items. tems already in the shopping cart will be unchanged.

L Hemstus | sconmsossomen v | (25

Buy on Behalf of:  Michael Martin 'm)

Goods Recipient: | Michael Martin |'m )|

Product Category: |61500 (7| OFFICE/SCHOOL STATIONERY SUPPLES
Purchase Group: |Central Office - |

Company Code:  LAUSD 'm)

Location / Plant: | LAUSD 3 LausD

Unloading Point: | |




3. (A) Click Account Assignment tab, (B) Click Details button, Details for Iltem 0001:
Finances and Funds. (C) Verify 7 digit Cost Center.
(D) Enter 13 digit Functional area. (E) Enter 6 digit GL Account.

Change Default Settings

Yourwata will be transferred Sl in the shopping cart will be unchanged.
nem- Account Assignment Internal Note Delivery Address / Performance Location

You can see"'WHo beal s the costs and, i
Cost Distribution |Pe

, You can distribute the cost to several cost centres
Add Line || Duplicate || Delete | = | Spiit Distribution |

Number Accou.asmgumemnur’ser Percentage Account Assignment Category Assign Number Account Assignment Dey

100.00 Finances and Funds 1853601
Details for Item 0001 : Finances and Funds
Basic Data Fund: 9
Percentage: 100.00 J RO -
Account Assignment Category: |Finances and Funds -
I * Cost Center: 1853601 »

=
Fund Center: ()

Grant:

()
IFunctionalArea: I 11110-1000-10183 @,_

Controlling Area:

lGeneral Ledger Account: I 430001 ()
()

Business Area:




4. (A) Click Delivery Address tab.
(B) The C/0 field must contain the delivery location for this order.
(C) Click OK to close Set Values

Change Default Settings ™

Your data wil be transferred to all new tems. ltems already in the shopping cart will be unchanged.

ltem Basic Data Account Assignment Internal Note Delivery Address / Performance Location \ -
If the tem is to be delivered to a different address, enter the new address here
Name: LAUSD Code @ Addtional Name: LAUSD Company Code
C/0: BELL SH -Numberl Extension:
Fax Number/Extension: e
Street / House Number: 4328 BELL AVE Floor / Room: 28TH
District: Postal Code / City: 90201 BELL
Country: US | USA Postal Code / P.0.Box:

Region: CA  California

) =




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

- e
Fr Data: Values
proval Process:  Display / Edit Agents

cument Changes:  Display
F1i Posting Date: 101132016

[ Icertify that, to the best of my knowledge, | have not violated any
applicable State laws, rules, or Board policies regarding contracting

Change Default Settings
P Your data wil be transferred to all new tems. tems already in the shopping cart will be unchanged.
+ tem Basic Data Account Assignment Internal Note : Delvery Addressl Performance Loubon
Reset
If the tem s to be defivered to a different address, enter the new address here
Name: LAUSD Code Additional Name: LAUSD Company Code
Detais || Add tem 4 || Copy | Paste || Duplcate || Deete | o0: SOUTH EAST HIGH SCHOOL R e Fiter
Lot e | enType ‘Prodmtcategnry LT [ ——— it bivery Date [uom}mcmm | Accont Assgent hemsm
i LGSR e PR 0 Street/ House Number. 2720 TWEEDY BLVD Floor / Room: 28TH il : :
: il | District; Postal Code / City: 90260 SOUTH GATE Kok ! !
y Undefined tem Type 61500 1312018 0 0
. UndefiedtemType 61500 Country: US | USA Postal Code / P.0.Box: 30016 ) )
— S v Region; CA  California P ) 0
. Undefied fem Type 61500 ' e | 0
y Undefined fem Type 61500 1312016 0 0
! Undefined tem Type 61500 TU0 .00 UFFICE/SCAUUL STATIONERT SUPFLES — USU o 312016 0 0
. Undefined tem Type 51500 T 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD 1101312018 0 ]
. Undefined kem Type 61500 T 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD 1101312016 0 [
Total Value Lo | 4
Tax amount 0.00 | U
Total Val, (Gross) | 0.00 | U




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.

Buy on Behalf of: |36558 [jl Michael Martin Approval Note
Name of shopping cart:  |MMARTINOO7 02/20/2018 08:55 |
Default Settings: Set Values
Header Data: Values
Approval Process: Display / Edit Agents
. . | certify that, to the
: play O :
Losl it e applicable State law
*FM Posting Date: 02/20/2018 procurement activiti
. L - / requirements. Addit
[] DELIVER BY JUNE 30 Delivery Priority: |01 \- Education "Buy Dist
Preferred Vendor: requested items fro!
- - . ta
* g ) 0 ]
G i1
*P0O . . o nthe
Results List: 5 results found for Delivery Priority A
e [ ey oty Sescrpto ||
| Details || Add ltem 4 || Copy || Paste | Duplicate || Delete | 01 Regular
"'l':l| Line Number I ttem Type | Product (\- 02 Will Call
. Undefined ttem Type 61500 A 03 Overnight ==
: Undefined tem Type 61500 04 Same Day -
. Undefined tem Type 61500 05 Future Dated Lo
* Undefined ttem Type 61500 V BupR
Undefined ttem Type 61500 < > SUPF
: Undefined ttem Type 61500 SUPH
* Undefined ltem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPH




ick Add Item, (B) Select and click General Stores Distribution Ca

This opens the Procurement Catalog Screen

Create Shopping Cart

[ order | | [ Print Preview | | [ Close |[ Save || Check |[ System Information | Create Memory Snapshot |

Number 1000753751

Document Name MMARTINOO7 02/20/2018 08:55

Status In Process

Created On 02/20/2018 08:55:24

Created By Michael Martin

Buy on Behalf of: I36558

(3| Michael Martin

Name of shopping cart:  [MMARTINOO7 02/20/2018 08:55

Default Settings: Set Values

Header Data: Values

Approval Process: Display / Edit Agents
Document Changes: Display

* FM Posting Date: 02/20/2018

[[] DELIVER BY JUNE 30

Delvery Priorty:

Preferred Vendor:
* Competitive:
* PO Event Type:

[other

]

Approval Note

[7] Icertify that, to the best of my knowledge, | have not violated any
applicable State laws, rules, or Board policies regarding contracting/
procurement activities and | have not violated any conflict of interest
requirements. Additionally, as part of the recently approved Board of
Education "Buy District” Resolution, | have checked the availability of the
requested items from the LAUSD’s General Stores Distribution Supplies
and Equipment Catalog (Stores Catalog) in the new SAP system. |
understand that if | need clarification on any of the above, | must seek
information from the Procurement Services Division Office.

0ld Shopping Carts and Templates
Arey Jones Educational Catalog

General Stores Distribution Catalog

Add tem 4 | Copy |[ Paste || Duplicate || Delete |
escription
=

Product Category
1500
1500

" IT Depot
. K12Marketplace Textbook Catalog

| N

1500

" Undefined tem Type
" Undefined tem Type
. Undefined tem Type
" Undefined tem Type
. Undefined tem Type

Undefined tem Type

61500
61500
61500
61500
61500
61500

| ProductD | Description | Quantty | Unit | Net Price / Limi

1.000
1.000
1.000
1.000
1.000
1.000
1.000
1.000
1.000
1.000
1.000

0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00
0.00

| Product Category Description
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES
OFFICE/SCHOOL STATIONERY SUPPLES

Suppler | Per | DeiveryDate | MNoted
10272012018
10272012018
1022012018
10272012018
1022012018
1022012018
1022012018
1022012018
10272012018
10272012018
10272012018

e e e e e o o oo o o




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

Procurement Catalog
Search Criteria
| b tems i Cart 0
‘Keyword:| |[L_Search | Advanced Search \- Higrarchy » Supplier ‘ % -

(D]

=" Found 2914 tem(s) of 2914 and showing 1o 12

1 [ Addto Cart | Compare | Resuls VeW:|Gria_~ | M 12 -

Refine Search

Search (] [AddtoCart | [1 | [] [Addto Cart | [1 |

Reset Fiter “PLEASE INTIAL" FLAGS IN DISPENSER “PLEASE SIGN & DATE" FLAGS IN DISPENSER

Keyword: |

Click Click
Hierarchy for for
4 larger o larger
(A image image

P ATHLETIC (112) . . ) - .
P AUDIO VISUAL (73) PLEASE INITIAL" blue tape flags approximately 1/2" wid  "PLEASE SIGN & DATE" yellow ta flags approximately 1/




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.

Search Criteria

Procurement Catalog

Keyword:: l

Product Group: Al

Product ID: !

Long Description: l

ttem Type: All
IIL_L_!‘ Short Description: l

] [aniains

_ _ tems in Cart: 0
Browse By: P Hierarchy P Supplier

Subtotal: 0.00

|[Contains  ~|

[«I*]

=

Refine Search

Search

Reset Filter

Keyword:

| [L_search

Hierarchy

- Al &

» ATHLETIC (112

» AUDIO VISUAL (73)

» COMPUTER ACCESSORIES (560

\L TOOLS (132)
D (92)

& PUBLICATIONS (142)
P FURNITURE (74)

» HOME ECONOMICS (77

» MUSIC (63

| Special Search Terms: [

|[contains  ~|

Price Information: |EQuals | Amount:

Found 2914 item(s) of 2914 and showing 1 to 12

"] [Addtocart| [Compare | ResultsView:|(Gria | Results PerPage:

I Add to Cart Ih1

"PLEASE INITIAL” FLAGS IN DISPENSER

"PLEASE INITIAL" blue tape flags approximately 1/2" wid
e x 2" long, 120 reusable flags in a hard plastic dispe

nser. (Each)

Product ID: 6159381114

Order Unit: each

Price Information:

3.52 USD

— | P e

] [Addtocart] [1

"PLEASE SIGN & DATE" FLAGS IN DISPENSER

image

"PLEASE SIGN & DATE" yellow tape flags approximately 1/
2" wide x 2" long, 120 reusable flags in a hard plastic
dispenser. (Each)

Product ID: 6159381124
Order Unit: each
Price Information: 3.52 USD

— | P e |




verify accuracy of ordered items.

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

Procurement Catalog

Search Criteria

Price Information: |EQuals v |Amount: [ |

e =

Keyword:: Hm] Advanced Search Browse By: P Hierarchy P Supplier E poms mCarti4
Subtotal: 482.35 USD
-l View Cart || Check Out |
Product Group: All tem Type: All hd ——
Product ID: [ |[Contains  ~| ghort Description: [ |[Contains  ~|
Long Description: [ |[contains  ~| Special Search Terms: [ |[contains  ~|

Procurement Catalog

Search Criteria

Keyword:: [ \ Search | Advanced Search Browse By: P Hierarchy P Supplier E ;eur:tsoir;l:(:art: :82.35 USD
3
Product Group: All ttem Type: All i
Product ID: | |[Contains  ~| Short Description: l |[Contains _ ~|
Long Description: |[Contains  ~| Special Search Terms: [ |[Contains  ~|

Price Information: |EQuals | Amount: |

Cart Preview

[ Transfer All][ Back to Search Resutt | [ Recalculate || Empty Cart |[ Delete Selected tems |

Select tems = Quantity = Product ID Short Description Price Information Total Price
O 20 6159381114 | "PLEASE INTIAL" FLAGS IN DISPENSER 3.52 USD 70.40 USD
O 20 6159381124 | "PLEASE SIGN & DATE" FLAGS IN DISPENSER 3.52 USD 70.40 USD
a 10 4503424300 30 GAL CONTAINER RUBBISH W/LID, STEEL 32.15USD | 321.50 USD
a 5 4857252100 340 MOPHEAD CLOTH STRING 12 OZ, 30IN 4.01 USD 20.05 USD

Grand Total: 482.35 USD

kimately 1/
dlastic

1 [Add
"PLEASE SIG

-

"PLEASE SI¢
" wide x 2"
dispenser.
Product ID:
Order Unit:

Price Inform:

1 [Add
340 MOPHEA




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.

Procurement Catalog

Search Criteria

Keyword:: [

Product Group: Al

Product ID: ’

Long Description: ’

} lml Advanced Search | Browse By: P Hierarchy P Supplier %7 tems n Cart 4
Subtotal:  482.35 USD
CE el
tem Type: Al b a
|(Contains ¥| short Descripton: | ||Contains v/
|(Contains | specal Search Terms: | |[Contains v/

Price Information: @Amoum: :

Cart Preview

| Transfer Al H Back to Search Result ] I Recalculate H Empty Cart H Delete Selected tems ]

Select tems | Quantity | Product ID

L] 20 6159381114
OJ 20 6159381124
O 10 4503424300
OJ 5 4857252100

Short Description Price Information | Total Price
"PLEASE INTIAL" FLAGS IN DISPENSER 3.52USD  70.40 USD
"PLEASE SIGN & DATE" FLAGS IN DISPENSER 3.52USD  70.40 USD
30 GAL CONTAINER RUBBISH WILID, STEEL 32.15USD | 321.50 USD
340 MOPHEAD CLOTH STRING 12 0Z, 30IN 401USD  20.05USD

Grand Total: 482.35 USD




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.

 fem Overview

| Detis | Addtem | Copy | Paste | uplte | Dt

T Line Number | kemType Product Category ' ProductD ' Description Quanty | Unk | Net Price / Limk | Product Category Description Y
o1 Haterl 61000 159381344 'PLEASE SIGN & RETURN' FLAG N DISPENSER SEA 382 OFFICE SUPPLES: CARBON PAPER AND RBBONS, ALLTYPES G
2 TR ACAAD ACOAUAIARD oo a il Aallamn alnsa s e Les ANAL LR ar s Ael Jeen s al
u Details for item 1 I“PLEASE SIGN & RETURN" FLAG IN DISPENSER
. item Data l Account Assignment L oénts Delivery Address/Performance Location Sources of Supply / Servic
You can see who brgz=th= ~n=t= :\nd if necessary, yc;u ca—n dist?ibute?he cost to several cost centres
/l Details || Add Line || Copy || Paste || Duplicate | [ Delete | | Spiit Distribution || Chance All items
Number Accounting Line Mt;mber Percentage Account Assignment Category Assign Number Account Assignment Descriptio
100.00 Finances and Funds 1050901 Contract Admin
Details for Item 0001 : Fi and Fund
S Fund: l =
Bs .
FEREETEL= l 1 ?0'00 ‘ Commitment tem: [430001 Beneral Supplies|
Account Assignment Category: [Fmances and Funds VX Unfunded Accounting Line: []
* Cost Center: [1050901 7| Contract Admin
Fund Center: l 1050901 ]
Grant: [NOT_RELEVANT |NOT_RELEVANT
Functional Area: l J
Controlling Area: 1000

IGeneraI Ledger Account: | 430001 l _

Business Area: [ i ]|




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.

w ftem Overview

/ | Details |[ Add ttem 4 H Copy H Paste H Duplicate H Delete |

| Line Number | ttem Type Product Category | Product D | Description Quantity | Unit | Net Price / Limt | Product Category Description S
1 Material 61000 6159381344 "PLEASE SIGN & RETURN" FLAG IN DISPENSER SEA 3.52 OFFICE SUPPLIES: CARBON PAPER AND RIBBONS, ALL TYPES G
2 Material 45000 4503424300/ 30 GAL CONTAINER RUBBISH WILID, STEEL SEA 32.15 HARDWARE AND RELATED EMS G
3 Material 48500 4857252100 340 MOPHEAD CLOTH STRING 12 0Z. 30IN 10 EA 4.01 JANTORIAL SUPPLIES, GENERAL LINE G
[B Details for item 1 "PLEASE SIGN & RETURN" FLAG IN DISPENSER €
= ltem Data Notes and Attachments Delivery Address/Performance Location E
w Notes
Category Description
-Empty-
=
Mm% Internal Note -Empty-
Add Supplier Text 0 'x

Supplier Text:  |FIRST and LAST NAME SCHOOL PHONE# EMAIL ADDRESS (First line gets printed on label]{ - E nte r a I I

information on
one line if
possible

Y -



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

| Line Number | tem Type | Product Category | Productid | Description Quantty | Unit | Net Price / Limt | Product Category Description | Notes | Attachments | Account Assignment ftem Status

-1 Material 61000 6159381344 "PLEASE SIGN & RETURN" FLAG IN DISPENSER SEA 3.52 OFFICE SUPPLIES: CARBON PAPER AND RIBBONS, ALL TYPES 1 0 Finances and Funds (1050901)
-2 Material 45000 4503424300 | 30 GAL CONTAINER RUBBISH W/LID, STEEL SEA 3215 HARDWARE AND RELATED TEMS 0 0 Finances and Funds (1050901}
-3 Material 48500 4857252100 | 340 MOPHEAD CLOTH STRING 12 OZ. 30IN 10 EA 4.01 JANITORIAL SUPPLES, GENERAL LINE 0 0 Finances and Funds (1050901}
vy Material 20000 2002775150 | 506 GLOVES RUBBER SMALL 12 PAIRSIPKG 10 PKG 7.95 CLOTHING, APPAREL, UNIFORMS, AND ACCESSORIES 0 0 Finances and Funds (1050901}
= 5 Material 20000 2002798507 | 507 GLOVES RUBBER MEDIUM 12 PARRS/IPKG 10 PKG 7.95 CLOTHING, APPAREL, UNIFORMS, AND ACCESSOREES 0 0 Finan: Fu 1 1

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00, OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00, OFFICE/SCHOOL STATIONERY SUPPLES [ 0

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLEES 0 0

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00, OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00, OFFICE/SCHOOL STATIONERY SUPPLEES 0 ]

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00, OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

Undefined tem Type 61500 1.000 0.00, OFFICE/SCHOOL STATIONERY SUPPLES o 0

Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES 0 0

377.45 UsD|
0.00
377.45

Total Value

N |'I'ax amount
Total Val. (Gross)
—_—

Create Shopping Cart

Number 10001&

Jr—
[ Order | | [Print Preview | | [ Close iyave | Check | System information || Create Memory Snapshot |

MMARTINOO7 02/20/2018 09:57

Status In Process

Created On 02/20/2018 09:57:09

Created By Michael Martin

ichat

Buy on Behalf of:

Name of shopping cart:  [MMARTINOO7 02/20/2018 09:57 |
Default Settings: Set Values

Header Data: Values

Approval Process: Display / Edit Agents

Budget: Display

Document Changes: Display

* FM Posting Date: 02/20/2018

[[] DELIVER BY JUNE 30

Delivery Priorty:

Preferred Vendor:

* Competitive:

* PO Event Type: |Other

Approval Note

ad

| certify that, to the best of my knowledge, | have not violated any
applicable State laws, rules, or Board policies regarding contracting/
procurement activities and | have not violated any conflict of interest
requirements. Additionally, as part of the recently approved Board of
Education "Buy District” Resolution, | have checked the availability of the
requested items from the LAUSD’s General Stores Distribution Supplies
and Equipment Catalog (Stores Catalog) in the new SAP system. |
understand that if | need clarification on any of the above, | must seek
information from the Procurement Services Division Office.




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.

Create Shopping Cart

Order || | St Prevew | | | Close || Save || Check || System nformation | reate Wemory Snapshot |

Number DN cument Name HHARTINOOT 02202018 0957 Status InProcess  Created On 02202018 09:57.09  Created By Michael Marti
v General Data
Buy on Behalf of: 36558 Nichagl Martin Approval Note
Name of shopping cart ]r.n.mmmow 0212012018 09:57
Defaut Settings: Set Values
Header Data: Valus
Approval Process:  Display / Edit Aqents -l
Budget Disolay (y | certfy that, to the best of my knowledge, | have not violated any
' - appicable State laws, rules, or Board policies regarding contracting/

Docurent Changes:  Display procurement activtes and | have not vilated any confictof nferest

* FM Posting Date: 20018 @ DelveryProrty: (01 3 requirements. Additionally, as part of the recently approved Board of
, , ey oty | Educaon Buy Dt Resouton, have chece e avalabty of e
L] DELNVERBY JUNE 0 Preferred Vendor requested tems from the LAUSD's General Stores Distriution Supples

and Equipment Catalog (Stores Catalog) in the new SAP system. |
understand that if I need clarification on any of the above, | must seek
* PO Event Type: ]0ther \ information from the Procurement Services Division Office.

*Competitve: ~ (No v




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

Shopping Cart

Displa y_fv Cart
[Zkdt]| | [Refest] Copy | System Information | Create Memory Snapshot |

Number 1000545657 Docu

Buy on Behalf of:
Name of shopping cart: |1779501I187856!STO!1000545657MM ]

Header Data:
Approval Process:

Budget:
Document Changes:

FM Posting Date:

01187856/STON00054565TMMM  Status Approved  Created On 10202016 14:3348  Created By Michael Martin

icae i

Values
Display  Edit Agents
Display
Display

Commitment Documents: Display

Delivery Priorty:
Preferred Vendor. I:]
Competfive: E

Approval Note

| certify that, to the best of my knowledge, | have not violated any

POEventType:  Other

applicable State laws, rules, or Board policies regarding contracting/
procurement activities and | have not violated any confiict of interest
requirements. Additionally, as part of the recently approved Board of
Education "Buy District” Resolution, | have checked the avaiabity of the
requested items from the LAUSD's General Stores Distribution Supplies
and Equipment Catalog (Stores Catalog) in the new SAP system. |
understand that if | need clarification on any of the above, | must seek
information from the Procurement Services Division Office.




Scroll down and select the Related Documents tab. (B) Purc
Order(STO) is listed under Back-End Document Number.
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| certify that, to the best of my knowledge, | have not violated any
applicable State laws, rules, or Board policies regarding contracting/
procurement activities and | have not violated any confiict of interest

FM Posting Date: 1072072016 S requirements. Additionally, as part of the recently approved Board of
e SeRhiT Education "Buy Distrct” Resolution, | have checked the avaiabilty of the
Prefered Vendor: || requested tems from the LAUSD's General Stores Distribution Supplies
and Fouipment Catalog (Stores Catalog) jp the pew SAP svatem
| Details || Add tem II:c‘ZEYJ Paste || Duplicate || Delete || Create Confirf
Ty Line Number | kem Type | Product Category | Product D | Descrition
-1 Material 48500 4853730800 DETERGE!
]2 Material 48500 4858680135 SOAP.LIQ
o3 et a7 6407560045 PAPERTOIl View: [United States Dollar 'I
L]« Material 86524 6652452804 413 BAGS
Document ’ Back-End Document Number ’ Document Number S
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temData | Account Assignment | Notes and | Delvery Address/Performance Location | Sources of Supply / Service Agents | Approval Process Overview A
T Pt Stios
Document | Back£nd Document Nu | Document Number Status Name Date Quantty | Unit | NetValie Currency
Shopping Cart 100054565711 Folowi-on Document Created DETERGENT, DISINFECTANT, NEUTRAL 1012012016 4GAL 119.9 USD
Total 4GAL 119.96 USD
Purchase Order 4600121442110 I DETERGENT, DISNFECTANT, NEUTRAL 1012012016 4GAL 119.96 USD
Total 119.96 USD




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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FM Posting Date: 10/20/2016 Delivery Priority: 01 requirements. Additionally, as part of the recently approved Board of
Education "Buy District” Resolution, | have checked the availability of the
requested items from the LAUSD’s General Stores Distribution Supplies
Competitive: No and Equipment Catalog (Stores Catalog) in the new SAP system. |
understand that if | need clarification on any of the above, | must seek
information from the Procurement Services Division Office.
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w ltem Overview

Paste || Duplicate || Delete |[ Create Confirmation |[ Create Invoice | | [ Process =
Quantity | Unit = Net Price / Limit Product Category Description

Currency @ Option Type | Order Type

5| Line Number | ttem Type | Product Category | Product ID | Description
= 1 Material 48500 4853730800 DETERGENT, DISINFECTANT, NEUTRAL 4 GAL 29.99 JANMTORIAL SUPPLIES, GENERAL LINE usbD
= 2 Material 48500 4858680135 SOAP, LIQUID FOR DISPENSER W/ ALOE 3/CSE 33.99 JANITORIAL SUPPLIES, GENERAL LINE usD
= 3 Material 64075 6407560045 PAPER TOILET SINGLEFOLD 250/PK 36 PKICS 15 CSE 36.99 TOILET TISSUES, PAPER TOWELS, AND TOILET SEAT COVERS usD
- 4 Material 66524 6652452804 3 BAGS TRASH LINER BLK 44 GAL 125/CS 3CSE 35.99 BAGS AND LINERS, PLASTIC: GARBAGE CAN LINERS, JANITOR CART L USD
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Do you want to open or save Shopping_Cart.pdf (26.4 KB) from srm.lausd.net?




Shopping Cart in pdf format. You may choc
Print or Save to your computer.
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Request for Quote >mment and
Shopping Cart Number: 1000545657 | SC Name: 177850118 - ERCCISAEIBC D
Requestor Details: Delivery Address: Dizclaimer:
Requesting Person: Michael Martin LAUSD Code Unless otherwiss indicated. terms and conditions applicable to
LAUSD Company Code this solicitation are available at
Email: MEM7254@LAUSD.NET 9TH STREET EL - /ack 185. By submirting this RFQ, T
8§35 STANFORD AVE certify thar (a) T am awthorizad to submit this solicitation
LOS ANGELES CA %0021 response on behalf of the party identified in this
Usa icitation. T Bave read f—
and conditions applicable to this solicitation and (b) this
solicitation response constitutes a legally binding.
Erevocable offer to the LAUSD.
Item Product Id Description Order Unit Price per Net Delivery
Quantity Unit Value Date
4853730800 DETERGENT, DISINFECTANT, NEUTRAL 4.000 GAL 102012016
1 Manufacturer Product Number
Supplier Product Number
ier Text: ERICA DUARTE 213-896-2700 EMD1, | NET. MIGUEL#ORDER FRO PLANT MANAGER
4858680135 SOAP. LIQUID FOR DISPENSER W/ ALOE 3.000 [ cse | 102012016
2 [Manuf: Product Numb :
Supplier Product Number
6407560045 | PAPER TOILET SINGLEFOLD 250/PK 36 PK/CS | 15.000 | cse | | 10202016
3 [Manuf: Product Numb :
Page 1 of 2
Ttem Product 1d Description Order | Unit | Price per Net Delivery
Quantity Unit Value Date
Supplier Product Number
lier Text:
6652452804 413 BAGS TRASH LINER BLK 44 GAL 125/CS 3.000 [ cse | 102012016
4 [Manuf: Product Numb :

PSD SHOPPING CART ORDERING PROCESS



