
Shopping Cart Ordering Process
for

Computers



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) Please 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, please (A) Click Procurement Contracts Tab. 
(B) Click Process Transactions.  (C) Click Manage Shopping Carts.  

(D) Click Create Shopping Cart.
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1. (A)  Record your shopping cart number.
(B) Name of Shopping Cart: Enter a meaningful shopping cart name. 
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2.  (A) Click on the Set Values link to open Change Default Settings window.
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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.
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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
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4. (D)  Video example for selection of Delivery Address. 

11/24/20 PSD SHOPPING CART ORDERING PROCESS 9



5. (A) Click on the option box to open search for the Preferred Vendor.  (B) On the 2nd 
search line, Search Item 1, enter a wildcard search *VENDOR’S NAME*.  (C) Click Search
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6. (A) Select the line with the correct vendor number. 
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7. (A) Preferred Vendor field is now filled with the vendor number.
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8.  (A) Click Add Item.  (B) Select and Click With Free Description.  
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9.  (A) Enter Part Number and Description from Vendor quote in the Description field 
(B) Click on the Option Box inside the Product Category field. 

11/24/20 PSD SHOPPING CART ORDERING PROCESS 14



10. (A) Under the Search Product Category window in the  Description Field, 
type description of the purchase, *Chrome*. 

(B) Click Start Search to search using an alphabetic string.  
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11. (A)  Highlight the correct Product Category ID and description . 
(B) Click OK to close Search Product Category window.
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12.   (A) EXAMPLE - Repeating  Search to use numeric search string.  
Type 204*, in the Product Category ID field

(B) Click Start Search to search using numeric  string.  
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13. (A)  Select the correct Product Category ID and description. 
(B) Click OK to close Search Product Category window.
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14.  Update the, (A) Quantity /Unit and  (B) Net Price/Currency.  
(C) For Delivery Date, please use the Vendor’s committed date of delivery.   

(D) Click Add to Item Overview to close this window and return  to 
shopping cart.  Repeat as necessary for additional items.
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15. (A) Item Overview area after adding Taxable line item.
Repeat this process for all items purchased.
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16. (A) Item Overview area after adding Non-Taxable line.
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17. (A) Item Overview area after adding E-waste/Recycle fee. 
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18.  (A) Item Overview area after adding Bretford Cart and Item Integration Fee.
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19. (A) Select Line 1 then Click Details under Item Overview to 
open Details Window for line items.
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20.  (A)  Click on Notes and Attachments tab to enter Supplier Text and add 
Quotes or Documents.
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21. (A-1) Click on Supplier Text Link to open (A-2) Add Supplier Text box. In Supplier 
Text box, type your name, email, school phone number, and proposal or quote 

number. (B) Click OK to close your Supplier Text box.
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22. (A-1) Click on Add Attachment button to open (A-2) Add Attachment Browse box. 
(B) Click Browse to search for the Quote or Document saved on your computer and select 

it.  (C) In the Description field, enter: QUOTE  (D) Deselect the checkmark to make the 
quote visible to Vendor.  Leave Selected if Other documents added for District only.  (E) 

Click OK when finished adding documents
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23.  (A)  Click Sources of Supply/ Service Agents tab.
You will see a list of Supplier Numbers, Supplier Names, and Contract Numbers.   
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24. (A) Highlight the line for the correct Supplier Number, Supplier Name, and Contract 
Item Description, that matches the detail item being purchased. (B)  Click Assign Supplier

button.  Repeat this step for all line items.  This line used Product Category 20456.
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25.  (A) Your Supplier and Contract number are now assigned to this line item.
Repeat this step as necessary for all your line items .
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26. (A)  Highlight the line  for the correct Supplier Number, Supplier Name, and Contract Item 
Description that matches the detail item being purchased.  (B) Click  Assign Supplier button.  

Repeat this step for all line items.  This line used Product Category 93600.
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27. (A) Your Supplier and Contract number are now assigned to this line item.
Repeat this step as necessary for all your line items.
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28. (A) Confirm the Supplier (Sources of Supply) was added to each line item . 
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29. (A) Confirm Total Value for order is correct.
(B) Confirm that your data is accurate for the items being purchased.
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Bundle Fee automatically populates for a DESKTOP order
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LAUSD Bundle Fee (A) Sources of Supply tab
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30. (A) Click Check to verify there are no errors.   (B) Check the Certification box.
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31. (A)  Click Order button.  If no RED errors occur, you will see the 
message, “Shopping Cart Ordered Successfully”.  Your Administrator must 

now approve the order.
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32. After shopping cart has been approved, (A) Click Refresh button to apply the 
PO number.
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33. (A) Scroll down and select the Related Documents tab.  (B)  Purchase Order 
number is listed under Document Number.  Once you know you have a 

Purchase Order number you can print or preview the order.

B

A

B

11/24/20 PSD SHOPPING CART ORDERING PROCESS 40



34. (A) Click the Print Preview button.  (B) You will get a pop up 
window with option to open or save Purchase order.pdf.  (C) Select 
Open
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PURCHASE ORDER REPORT
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