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.

P~ac @) Citrix Access Gateway

Tools Help

Favorites

Shopping Cart BPPs &) vault Main (€ Citrix Access Gateway & LRP Forms Login Procurement Services Divi...

"} Los Angeles Unified School District

Please log on to continue.

User name: MICHAEL MARTIN

‘ ' Password: |m (
«—t1—c

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

On. e.g. (msmith@tatsdkt2-eats, mary. smithi@tausdnet). Do not

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

Account Problems? Get Support
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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

Main Select view: ¥ | G

C 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. w
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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.

Welcome MICHAEL MARTIN
Home  AccessRequest  Accounts Payable  Accts Recv/CashMgmt | Aseetho fmelll Controling ~ Funds Management ~ General Ledger  Grants Momt IK ) Procurement / Confracts
Manage Information | Manage Master Data | Process Transactions _
—_—
Manage Shopping Carts
[ {
Detailed Navigaton [ = Hide Quick Crteria Maintenance |
* Diplay PO Errors Shopping Cart Number: =] 1000735743 To : v
* Di h
Dispay Purchase Order (M) Shopping Cart Name: ‘ ‘
» Maintsn Senvice Entry Sheet B | |
+ Manage Contracts ftem Description:
* Manags Purchase Order Timeframe: [
+ Manage RFx Creson Date: 0 To »
-/ Nanage Shopping Carl Status: \ v|
==/ MIGO - Post, Change or View Goods Re o | 7]
+ Shopping Cart Monitor ‘
* Sourting PO Number: :
Product Category:
SR Partner Product:

[
Including Product Category Hierarchy: O
Bought on Behalf. O

0
O
|

- Create Shopping Cart

oA i Favorites

Including Completed Shopping Carts:
Show my Team Carts:

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

Create Shopping Cart

)

Create Shopping Cart

| Order || | PrintPreviw || | Close | Save | Check | System information | Create Hemory Snapshat |

(Number 1000725731 | Document Name MHARTINOOT 12082017 10:17  Status hProcess  Created On 12082017 10:17:50  Created By ichaelfarti

v General Data

Buy on Behalfof %538 Michael artn ApprovalNote

Name of shopping cart ]MMARTINOO? 12082017 10:17

Defaut Seftings: Set Values

Header Data: Valugs

Approval Process: Digplay / Edit Aqents
Document Changes:  Display

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

* Pl Posting Date procurement actves and | have not violated any confict of nerest
o requirements. Additionaly, as part of the recently approved Board of
L] DELVERBY JIE el 3T EducatonBuy Distict Resobon, | have chected the avaabity of e
Preferred Vendor. requested items from the LAUSD's General Stores Distribution Supplies
* Compeive and Equipment Catalog (Stores Catalog) in the new SAP system. |
understand that if  need clarification on any of the above, | must seek
*BO Event Type: |Other i information from the Procurement Services Division Office.
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2. (A) Click on the Set Values link to open Change Default Settings window.

w General Data

Buy on Behalf of: [36558 (7| Michael Martin

Name of shopping cart: [MMARTINOO? 124)8/2017 10:17
Default Settings: Set Values -
Header Data: Valueg ———

Approval Process: Display / Edit Agents

Document Changes: Displa

* FM Posting Date: 12/08/3017 {3

[] DELIER BY JUNE 30 Delivery Priority:

Preferred Vendor: | 7

* Competitive:

* PO Event Type: |Other

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

/ Item Basic Data | Account Assignment ; Internal Note |E| |§|
Buy on Behalf of: | Michael Martin

Goods Recipient:  Michael Martin ‘m)

Product Category: [61500 (7| OFFICE/SCHOOL STATIONERY SUPPLIES
Purchase Group: ICentral Office v]

Company Code: LAUSD E

Location / Plant: LAUSD @ LAUSD

Unloading Point: | ]
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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 L in the shopping cart will be unchanged.
Item-/ Account Assignment } Internal Note Delivery Address / Performance Location

You can see"Who beal = the costs and, i 27y, you can distribute the cost to several cost centres
Cost Distribution |Pe Details | NAdd Line || Duplicate || Delete | | Spiit Distribution |

Number Accoudgswmgumemur’ser Percentage Account Assignment Category Assign Number Account Assignment Des
001 100.00 Finances and Funds 1853601

Details for Item 0001 : Finances and Funds

Basic Data Fund: | 7
* Percentage: 100.00
< [ | Commitment tem: | 7/
Account Assignment Category: [Finances and Funds v]
]
I * Cost Center: I [1853601 ('K
Fund Center: [ l
Grant: | =]
IFunctional Area: I [1110‘1000'10133 :
Controlling Area: [:]

Business Area:

IGeneral Ledger Account: I [430001 1_
[ S— ——— — —
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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

Change Default Settings O
Your data will be transferred to all new items. tems already in the shopping cart will be unchanged.
tem Basic Data Account Assignment Internal Note _,,/ Delivery Address / Performance Location -

Reset

If the tem is to be delivered to a different address, enter the new address here

Name: LAUSD Code u) Addtional Name: LAUSD Company Code
clo: BELL SH -Number I Extension:
Fax Number/Extension: T ENa:
Street / House Number; 4328 BELL AVE Floor / Room: 28TH
District: Postal Code / Ciy: 90201 BELL
Country: Us USA Postal Code / P.0.Box:

Region: CA  California

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

Change Default Settings

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

Ifthe itemis to be delivered to a different address, enter the new address here
Name; LAUSD Code J Additional Name: LAUSD Company Code
co: SOUTHEAST HIG SCHOOL Pone lunber /Extenson: |

FocumberBdenson. | Ela ]
|| Stieet House Number: ZOTWEEDYBLVD [ Fior  Room: am [
Distct ] PostalCode/Cly: 90280 [SOUTHGATE
oty s |usa PosalCode/POBox | |
‘ Regon: CA__Caifomi




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

11/24/20

—
Create Shopping Cart | History, =l
Create Shopping Cart
| [ Print Preview | | [ Close |[ Save ][ Check |[ System information || Create Memory Snapshot | 0.
Number 1000541565 Document Name MMARTINOO7 10/13/2016 08:57 Status In Process Created On 10/13/2016 08:57:08 Created By Michael Martin
w General Data [
Buy on Behalf of 36558 Michael Martin Approval Note
Name of shopping cart: [M!.IARTINIJIN 10/13/2016 08:57
Default Settings: Set Values
Header Data: Values
Approval Process: Display / Edit Agents
- | certify that, to the best of my knowledge, | have not violated any
Document Changes:  Display 0
R appicable State laws, ruls, o Board polices regarding contracting/
* FM Posting Date: 10132016 [ procurement activities and | have not violated any confiict of interest
" ce (rremr| requirements. Additionally, as part of the recently approved Board of
Dell P ] J
BT gl Education “Buy District” Resolution, | have checked the avaiabilty of the
Preferred Vendor: requested items from the LAUSD's General Stores Distribution Supplies
* ive: Mo~ —————— and Equipment Catalog (Stores Catalog) in the new SAP system. |
eI o~ understand that if | need clarification on any of the above, | must seek
* PO Event Type: |Other \ information from the Procurement Services Division Office.
' ltem Overview - - El
A
Search Criteria
Further Search Helps: | Supplier v
lBusiness Partner " lis VJ | ] ®HE
- 1
[Search term 1 v|[is ‘ *AREYY| x !@ =
[Search term 2 ~|[is 7~ |®E
[Name 1/last name ~|[is - |®E
Maximum Number of Results:
‘-et oot
v
< >

PSD SHOPPING CART ORDERING PROCESS
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6. (A) Select the line with the correct vendor number.

Search: Preferred Vendor

Search Criteria A
Further Search Helps:

'Business Partner I v| [OIC]

\Search term 1 v|lis v| AREY* ®E

|Searchterm2 vHis 'H |®®

|Name 1/last name vHis 'H |@®

Maximum Number of Results:

| Search {| Clear Entries || Resetto Defaut |

Results List: 3 results found for Preferred Vendor

BusinezsPartner - | Name Name 2 C.. | Region Postal Code City

1000000280 JUDITH R CAREY-FISHER DBA CAREY & ASSOCIATES Us__CA 90813 LONG BEACH
‘ 1000004373 AREY-JONES EDUCATIONAL SOLUTIONS Us CA 8211 SAN DEGO
w— 0011728 ALWAZ CAREY Us CA 80212 BEVERLY HILLS

v
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7. (A) Preferred Vendor field is now filled with the vendor number.

Create Shopping Cart

|0rder] \ |Print Previewl \ [CIose |[ Save ]I Check ]I System Information II Create Memory Snapshotl

Number 1000750904
w General Data

Buy on Behalf of:
Name of shopping cart:
Default Settings:
Header Data:

Approval Process:
Document Changes:

* FM Posting Date:

O
DELIVER BY JUNE 30

Document Name MMARTINOO7 02/12/2018 14:28

136558

(3| Wichael Martn

MMARTINOOT 02112/2018 14:28

Set Values
Values

Digplay / Edit Agents

Display
0211212018

Status In Process

Created On 02/12/2018 14:28:21

- Delivery Priority: {01

Preferred Vendor; h000004373 X

*Compettive: ~ [No v

* PO Event Type: | Other

Created By Michael Martin

Approval Note

[] 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. Addiionally, as part of the
recently approved Board of Education "Buy District’
Resolution, | have checked the availabilty of the
requested tems from the LAUSD's General Stores
Distribution Supplies and Equipment Catalog (Stores
Catalog) in the new SAP system. | understand that
if I need clarification on any of the above, | must
seek information from the Procurement Services
Division Office.

11/24/20
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8. (A) Click Add Item. (B) Select and Click With Free Description.

A

w ltem Overview

\ Details § Add tem 4 [ Copy |[ Paste W Duplicate “' Delete ‘
With Free Description

5| Line Category | ProductID | Description | Quantity = Unit = Net Price /Limit | Product Category Description Currency

Old Shopping Carts

. ' 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD
Arey Jones Educatio talog
ETA Hand2Mind 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD

g [T Depot 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD

- K12Marketplace Textbook Catalog ‘ 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD

" Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLIEES  USD

" Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD

s Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD

" Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD

" Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES  USD
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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.

Add Item with Free Description

Product Type:
* Description:

Internal Note:

Product Category:
Quantity / Unit:

Net Price / Currency:
Delivery Date:

Material

HP CHROMEBOOK 11 GS 1.6GHz 2GB RAM 16GB

51500 x@ '
1,000
0.00|[usD
02/12/2018 i

Add to tem Overview

Cancel

11/24/20

PSD SHOPPING CART ORDERING PROCESS
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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.

Add Item with Free Description

Product Type: ‘Material
* Description: | |
Internal Note: I
0
o
Product Category: 61500 7 OFFICE/SCHOOL STATIONERY SUPPLEES 1)
a1, Search Product Category ™ >
NetPri¢ picpiay As: \Flat List - |
Deliver]
Note: Placeholder search with * is possible. Search ignores upperflowercase spelling.
Product Category ID: [ ]
Description: - *chrome*
ooq Logical System: e /| 7
0.00 Restrict Number of Value List Entries 500
0.0d | Start Search ],__"-
0.0¢ ' -
s [oK]

11/24/20 PSD SHOPPING CART ORDERING PROCESS
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11. (A) Highlight the correct Product Category ID and description .
(B) Click OK to close Search Product Category window.

Search Product Category

Display As: | Flat List v | A

Mote: Placeholder search with * is possible. Search ignores upper/lowercaze spelling.

Product Category ID: | |

Description: '*CHROME* |
Logical System: | 17|
Restrict Number of Value List Entries

| Start Search || Reset |

Search Result
Description Category ID Logical System =
COMPUTERS, CHROME OS DESKTOP = 20452 PR1910

—
-_ COMPUTERS, CHROME OS LAPTOP 20456 PR1S10
——— -

<

- | 0K [V Cancel
e/

11/24/20 PSD SHOPPING CART ORDERING PROCESS
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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.

Add Hem with Free Description

Product Type: ‘Material !
* Description: IHPCHROMEBOOK11 G5 1.6GHz 2GB RAM 16GB l
Internal MNote:

Product Category:  |61500

DI OFFICE/SCHOOL STATIONERY SUPPLIES

Search Product Category

Display As: Flat List -

Mote: Placeholder search with * is pn==sihle. Seprch ignores upperflowercase spelling.
Product Category ID: - 204*

Description: [ |

Logical System: [ 7
Restrict Number of Value List Entries 500

Start Search || Reset |

|

11/24/20 PSD SHOPPING CART ORDERING PROCESS 17



13. (A) Select the correct Product Category ID and description.
(B) Click OK to close Search Product Category window.

Search Product Category

Display As: IFlat List - | A
Note: Placeholder search with * is possible. Search ignores upperflowercase spelling.
Product Category ID: [204= |
Description: I |
Logical System: I 7
Restrict Number of Value List Entries s500
I Start Search || Reset ]
Search Result
Description Cate... Logica... |=~

| COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS 20400 PR1910
| CABLES: PRINTER, DISK, NETWORK, ETC. 20413 PR1810
D COMPUTERS, DESKTOP 5500 BELOW 20451 PR1810
| COMPUTERS, CHROME OS DESKTOP 20452 PR1910
: COMPUTERS, DESKTOP OR TOWERBASED 20453 PR1910
: LAPTOP, NOTEBOOK, PORTABLE COMPUTER 20454 PR1810
[ ] MICROCOMPUTER, SERVER, MAINFRAME 20455 PR1910

- COMPUTERS, CHROME OS LAPTOP 20458 PR1810 I

—— ; COMPUTERS, LAPTOP S$500 BELOW 204595 PR1210
: NETWORK COMPONENTS: ADAPTOR CARDS, BRIDGES, CONNECTO ... | 20454 PR1910
; TOUCHSCREEN, TABLET 20458 PR1910 v

PRINTERS, LASER 20477  PR1810
< . ) >
- Cancel
e

11/24/20 PSD SHOPPING CART ORDERING PROCESS
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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.

Add ltem with Free Description

Product Type: Materia1
* Description: |HP CHROMEBOOK 11 G5 1.6GHz 2GB RAM 16GB |

Internal Mote:

Product Category: |2U456 | COMPUTERS, CHROMF OS LAPTOP
Quantity / Unit: ! 80| [EA ]

Met Price / Currency: 178.30 | |[USD

Delivery Date: 021372018

-I Add to tem Overview !I Cancel ]
—_—-——-‘-/

11/24/20 PSD SHOPPING CART ORDERING PROCESS
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15. (A) Item Overview area after adding Taxable line item.
Repeat this process for all items purchased.

Create Shopping Cart

| [Print Preview \ | |Close H Save ” Check || System Information ” Create Memory Snapshot|

Number 1000751292  Document Name HMARTINOO7 0213/201810:20  Status InProcess  Created On 0213/201810:20:37  Created By Michael Martin

w General Data
BUY on Behalf of: 36558 Wichael Martin Approval Note
Name of shopping cart: | MMARTINOO7 02/13/2018 10:20 \
Defautt Settings: Set Values
Header Data: Values
Approval Process: Display | Edit Agents
Budget Disolay [] lcerify that, to the best of my knowledge, | have not violated any

applicable State laws, rules, or Board policies regarding contracting/

Document Changes:  Display procurement activities and | have not violated any conflct of interest

* FM Posting Date: 01301 Delvery Priorty: |01 1 requirements. Additionally, as part of the recently approved Board of
Ty oy Education "Buy District” Resolution, | have checked the availabilty of the
(] DELIVER BY JUNE 30 Preferred Vendor. | 1000004373 requested tems from the LAUSD's General Stores Distribution Supplies
e and Equipment Catalog (Stores Catalog) in the new SAP system. |
pei understand that if | need clarification on any of the above, | must seek
* PO Event Type: |0ther information from the Procurement Services Division Office.
w tem Overview

\ Details H Add tem 4 H Copy H Paste H Duplicate || Delete |

Iy, Line Number | tem Type Product Category | Product D Description Quantiy Unit_Net Price / Limit | Product Category Description  Suppier | Per | Deivery Date _ Notes | Atachme
-l 1 Material 2046 HP CHROMEBOOK 11 GS 1.6GHz 2GB RAM 16GB 80 EA 17830 COMPUTERS, CHROME OS LAPTOP None 1021132018

0 0

— |+ Undefined kem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES Tonms g 0
' Undefined tem Type 61500 1,000 0.00' OFFICE/SCHOOL STATIONERY SUPPLES 102132018 0 0

. lndefned tem Tyog, 61500 L000 L.00_OFFICE/SCHOOL STATIONERY SIIPPIES L3R03 i
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16. (A) Item Overview area after adding Non-Taxable line.

| [ Order | | [ print Preview | | [ Close |[ Save || Check ][ System information || Create Memory Snapshot |
{5 Line 1: The use of the last 5 characters in field NAME2 is restricted (39 of 40)

‘ Number 1000751292  Document Name MWARTINOO7 02/13/2018 1020 Status InProcess  Created On 02/132201810:20.37  Created By Michael Martin

Buy on Behalf of: HichaelMartin Approval Note
Name of shopping cart: | MMARTINOO7 02/13/2018 10:20 |

Defautt Settings: Set Values

Header Data: Values

Approval Process: Display / Edit Agents .

; ispla I certify that, to the best of my knowledge, I have not violated any
et DF g applicable State laws, rules, or Board policies regarding contracting/
Document Changes:  Display procurement activities and | have not violated any confiict of interest
* FM Posting Date: _02/1 312018 . requirements. Additionally, as part of the recently approved Board of

Delvery Pty Education "Buy Disrict Resoluton, | have checked the avaibity of the
[ DELIVER BY JUNE 30 Preferred Vendor: |1000004373 requested tems from the LAUSD's General Stores Distribution Suppies

* Competiive: 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: IOther information from the Procurement Services Division Office.

( Detais | Add tem . || Copy [ Paste || Dupicate || Delete |

5 Li em Type Product Category | Product ID | Description Product Category Description
\ Material 20458 HP CHROMEBOOK 11 G5 1.6GHz 2GB RAN 16GB COMPUTERS, CHROME 0S LAPTOP

Material 93600 ITEM INTEGRATION CHROMEBOOK EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAR SERVICES -

TrdeTredtemType STET : U OFFREISCRO0T STATONERY SUPPLES

Undefined tem Type 61500 ! .00 OFFICE/SCHOOL STATIONERY SUPPLES
Undefined tem Type 61500 ! .00| OFFICE/SCHOOL STATIONERY SUPPLES




17. (A) Item Overview area after adding E-waste/Recycle fee.

Create Shopping Cart

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

{_'} Line 3: The use of the last 5 characters in field NAME2 is restricted (39 of 40)

Number 1000751292 Document Name MMARTINOO7 02/13/2018 10:20 Status In Process

'w General Data

BUY on Behalf of: 36558 Michael Martin

Name of shopping cart: [MMARTINDO? 02/13/2018 10:20

Defautt Settings: Set Values

Header Data: Values

Approval Process: Display / Edit Agents

Budget: Display

Document Changes: Display

* FM Posting Date: 02132018 [ Deiivery Priorty:

[] DELIVERBY JUNE 30

Preferred Vendor:

* Competitive:

Created On 02/13/2018 10:20:37

Created By Michael Martin

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 confiict of interest
requirements. Addiionally, as part of the recently approved Board of
Education "Buy District” Resolution, | have checked the availabiity 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

* PO Event Type: [Other

] information from the Procurement Services Division Office.

w ttem Overview

| Details || Add tem 4 || Copy || Paste || Duplicate || Delete |

11/24/20

G/ Line Number | tem Type Product Category | Product ID | Description Quantity = Unit | Net Price / Limit | Product Category Description Supplier
D 1 Material 20456 HP CHROMEBOOK 11 GS 1.6GHz 2GB RAM 16GB 80 EA 17830 COMPUTERS, CHROME OS LAPTOP None
[— v 2 Waterial 93600 ITEM INTEGRATION CHROMEBOOK 80 EA 67.25 EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES - = None
- v 3 Iaterial 99900 E-WASTE FEE 80 EA 5.00 MISCELLANEOUS CHARGES (ALL KINDS) None
— T Tndefined femType GTE00 o 0 OFFICEISCHOOL STATIONERY SUPPLES
- Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLEES
* Undefined tem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLEES
. lindafined fam Tyna 61500 1000 000 _OFFICE/SCHONI STATIONFBY GJ1PDIFS
PSD SHOPPING CART ORDERING PROCESS 22



18. (A) Item Overview area after adding Bretford Cart and Item Integration Fee.

Create Shopping Cart

[ Order | | [ Print Preview | | [ Close || Save || Check |[ System information || Create Memory Snapshot |

{5 Line 5: The use of the last 5 characters in field NAME2 is restricted (39 of 40)

Number 1000751292 Document Name MMARTINOO7 02/13/2018 10:20 Status In Process Created On 02/13/2018 10:20:37

Created By Michael Martin

Approval Note

ad

| Details || Add tem 4 ][ Copy || Paste || Duplicate || Delete |

'w General Data

Buy on Behalf of: 36558 Michael Martin

Name of shopping cart: [MMARTINOO 02/13/2018 10:20 |

Default Settings: Set Values

Header Data: Values

Approval Process: Display / Edit Agents

Budget: Display

Document Changes: Display

* FM Posting Date: 0211312018 Delivery Prioriy:

[] DELIVER BY JUNE 30 Preferred Vendor: 1000004373
* Competitive:
* PO Event Type: |Other &]

'w ttem Overview

| 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 availabilty 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.

5| Line Number | tem Type Product Category | Product ID | Description Quantity | Unit | Net Price / Limit | Product Category Description Suppliefy
D . 1 Material 20456 HP CHROMEBOOK 11 GS 1.6GHz 2GB RAM 16GB 80 EA 178.30 COMPUTERS, CHROME OS LAPTOP None
. 2 Material 93600 [TEM INTEGRATION CHROMEBOOK 80 EA 67.25 EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPARR SERVICES - = None
. 3 Material 99900 E-WASTE FEE 80 EA 5.00 MISCELLANEOUS CHARGES (ALL KINDS) None
. 4 Material 20400 BRETFORD 40 UNIT TOP LOADING CART 2EA 1,562.50 COMPUTER HARDWARE AND PERIPHERALS FOR MICROCOMPUTERS  None
5 Material 93600 ITEM INTEGRATION FEE 2EA 72.50 EQUIPMENT MAINTENANCE, RECONDITIONING, AND REPAIR SERVICES -  None
' | UNGETINeq tem 1ype o100 TO00 U00T UFFICE/SCHUUL STATIONERY SUPPLES
" Undefined ttem Type 61500 1.000 0.00 OFFICE/SCHOOL STATIONERY SUPPLES
11/24/20 PSD SHOPPING CART ORDERING PROCESS 23



19. (A) Select Line 1 then Click Details under Item Overview to

open Details Window for line items.

Product Category = ProductD ' Description

Undefined tem Type 61500
Undefined tem Type 61500
Undefined tem Type 61500
Undefined tem Type 61500

M da b o U T L£4CAN

v ftem Overview

',mAdd tem 4 || Copy || Paste || Duplicate || Delete
| I" Number | tem Type

e later 20456
o2 Matern 3300

B 3 Material 99900

B 4 Material 20400

B 5 Material 93600

HP CHROMEBOOK 11 G5 1.6GHz 2GB RANM 16GB

TEM INTEGRATION CHROMEBOOK

E-WASTE FEE

BRETFORD 40 UNI TOP LOADING CART

TEM INTEGRATION FEE

11/24/20
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20. (A) Click on Notes and Attachments tab to enter Supplier Text and add
Quotes or Documents.

E]Deﬂsforitem‘l HP CHROMEBOOK 11 G5 1.6GHz 2GB RAM 16GB

Delivery Address/Performance Location

Sources of Supply / Service Agents

/ Item Data Account I- Notes and Attachments
Identification

ttem Type: Material

Product ID: | ul

* Description: |HP CHROMEBOOK 11 G5 1.6GHz 2GB RAM 16

Product Category: l20456 I COMPUTERS, CHROME OS LAPTOP

Order as Direct Materia: | ]

Organization ' .
Purchasing Group: (Central Office | \S(F)):Jllgnl?ll(:;zl?ni ﬁ:gz
Company Code: 1000 LAUSD Product ID number
Further Properties

Supplier Product Number:

Period of Performance: I 7] e

Option Type: |:]

Manufacturer Part Number: I l

Currency, Values and Pricing

Order Quantity / Unit: | 80/ [EA

(7| each

Ordered Quantity / Unit: 0.000

Open Quantity / Unit: 80| [EA

Price / Currency: 178.30|[usD (7| Price

Not to Exceed Price:

Not Separately Priced:
Incremental Funding Active:
Goods Receipt:

Invoice Receipt:

Goods Receipt Non-Valuated:

OoOOoo0ooOod

Tax / Amount: Z1:Tax
Service Master Record: Display

1,355.08 USD

Service and Delivery

Incoterm Key/ Location: I | |

Location / Plant:

102 LAUSD

Unloading Point: | ‘
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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.

- = 1 —————————————n
l : Underne\- Add Supplier Text
—

Supplier Text:

MICHAEL MARTIN MEM7254@LAUSD.NET 562.654.9445 QUOTE# 0011152

z ]

e

(3] The table does not contain any data

| Edit Description Create Profie

r=ion

|

Cancel I
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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

L

File:
Clear
Description:
Category ‘
+ Supplier Text
Internal Note

srted tem

Browse...

.>| Add Attachment |i Edit Description || Versioning , || Delete || Create Profile |

USD.NET 562.654.94

] [

/

cat Descriot

File Name

Version

Visible Internally only

(1] The table does not contain any data
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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.

tem Data Account Assignment Notes and Attachments Delivery AddresslPerforman-

: Iﬂl)eﬁsforitemi HP CHROMEBOOK 11 G5 1.6GHz 2GB RAM 16GB

* Soutces of Supply Senice Agents

No supplier has been assigned; select and assign one of the following Sources of supply

Sources of Supply

Assign Suppler \ Compare Suppliers \

iy Supplier Number | Supplier Name Contract | kem ' Contract kem Description Suppler Product Number | NetPrice ' Currency | Per ' Un
1000004373 AREY-JONES EDUCATIONAL 4400004882 17 HP CHRONME OS LAPTOP 17830 USD 1 A
1000004373 | AREY-JONES EDUCATIONAL ' 4400004883 17 | LENOVO CHROME OS LAPTOP 17830 | USD 1 A

B 1000004535 TEKVISIONS, INC. 4400004887 6 HAER CHROME O3 LAPTOP 17830 | USD 1 A
1000012631 RTMO INVESTHENTSINC. 4400004886 6 | ACER CHROMEBOX 17830 | USD 1 A
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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.

{ m Details for tem 1 HP CHROMEBOOK 11 G5 1.6GHz 2GB RAM 16GB

tem Data Account Assignment Notes and Atiachments Delivery Address/Performance Location Sources of Supply / Service Agents ‘

No supplier has been assigned; select and assign one of the following sources of supply

Sources of Supply
Assion Suppier 1-%
=\

i

g, Supplier Number | Suppler Name Contract  Rem | Contract kem Description Supplier Product Number | Net Price | Currency | Per | Un
- 1000004373 AREY-JONES EDUCATIONAL 4400004882 17 HP CHROME OS LAPTOP 3 U o Ll
""LA 1000004373 | AREY-JONES EDUCATIONAL 4400004883 | 17 LENOVO CHROME O3 LAPTOP 7830 U0 |1 A

[ 1000004535 TEKVISIONS, INC. 4400004887 6 HAER CHROME OS LAPTOP 7830 U0 |1 EA

L 1000012631 RTHOMVESTMENTSINC. 4400004886 6  ACER CHROMEBOX 830 U0 |1 EA
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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 .

: mneﬂsforitemi HP CHROMEBOOK 11 G5 1,GHz 268 RAM 1665

emlats | AccountAssigoment | Noles and Aachments  + Delivery Address/Performance Location Sources of SupplylSewieeAgents‘ Anproval Process Qvenve

Remove Assitned Suppler

The tem Wil B¢ Qrdered fromthe Folowing Suppler

1000004373 AREY-JONES EQUCATIONAL ‘ } Contract/ Fem: 44000048217

Deivery Date; (2132018

Locaon (Pant~~ LAUSD Suppler ase Recors: S0l
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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.

][] Details for item 2 ITEM INTEGRATION CHROMEBOOK

ftem Data Account Assignment Notes and Attachments Delivery Address/Performance Location ~ Sources of Supply / Service Agents

No supplier has been assigned; select and assign one of the following sources of supply

You may suggest a preferred supplier to the purchasing department

Preferred Supplier: 1000004373 ‘ AREY-JONES EDUCATIONAL Supplier Master Record: Display

4

Sources of Supply
Assign Supplier || ‘
G| Supplier NumberA \ Supplier Name Contract ftem | Contract ttem Description Supplier Product Number | Net Price | Currency | Pq

1000002409 APPLE COMPUTER, INC. 4400002363 | 15 | Add'Integration Charges (non-taxable) 67.25 usD 1

1000003025 ASS| SECURTY 4400001281 1 67.25 usD 1

- | 1000004373 AREY-JONES EDUCATIONAL 4400004885 3  INTEGRATION CHARGES 67.25 usD 1
I { i 1000004535 TEKVISIONS, INC. 4400004387 S INTEGRATION CHARGES - NON TAXABLE 67.25 usb 1
1000006702 SYNOVIA SOLUTIONS LLC 4400001444 7 67.25 usD 1
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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.

| Dt foritem TEM NTEGRATIN CHRONEBOOK

femData AccountAssignment | Nofes and Aachments Delivery Address/Performance Locaton / : Sources of SnpplylSewioeAgents} Approval Process Overview

Remove Assigned Suppler

The tem Wil Be Ordered fromthe Folowing Suppler,

Suppler 1000004373 AREY-JONES EDUCATIONAL ’_m__' Contract/Rem: | 40000488573

Purchasing lnfo Record: Delivery Date; 021132018
Locaton Pant~~ LAUSD Suppler Master Record: ~ isply
(
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28. (A) Confirm the Supplier (Sources of Supply) was added to each line item .

Create Shopping Cart

| [ print Preview | | [ Close |[ Save |[ Check |[ System information || Create Memory Snapshot |

Budget: Display
Document Changes: Display

* FM Posting Date: 021312018
[] DELIVER BY JUNE 30

w tem Overview

'w General Data

Buy on Behalf of: 3558

Name of shopping cart: \I.U.IARUNUD? 02/13/2018 10:20
Default Settings: Set Values

Header Data: Values

Approval Process: Display / Edit Agents

| Detais || Add tem 4 || Copy || Paste || Duplicate || Delete |

| Line Number | tem Type

11/24/20

Product Category | Product ID | Description

Number 10007512922  Document Name MMARTINOO7 02/13/201810:20  Status InProcess  Created On 02/13/2018 10:20:37

Delivery Priority: |01 3
Preferred Vendor: 1000004373
* Competitive:

*PO Event Type: [Other gl

D L Material 20456 HP CHROMEBOOK 11 G5 1.6GHz 2GB RAM 16GB 80 EA
D .2 Material 93600 ITEM INTEGRATION CHROMEBOOK 80 EA
U . 3 Material 99900 E-WASTE FEE 80 EA
D S Material 20400 BRETFORD 40 UNIT TOP LOADING CART 2EA
H 5 Waterial 93600 [TEM INTEGRATION FEE 2EA

' Undefined tem Type 61500 1.000

' Undefined tem Type 61500 1.000

e lndeiedlen e 61500 1000

Quantity | Unit | Net Price / Limit | Product Category Description

Created By Michael Martin

Approval Note

[T 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 confiict of interest
requirements. Addionally, as part of the recently approved Board of
Education "Buy District” Resolution, | have checked the availabiity 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.

Supplier

17830 COMPUTERS, CHROME 05 LAPTOP AREY-JONES EDUCATIONAL(1000004373)
67.25 EQUIPMENT MANTENANCE, RECONDITIONING, AND REPAIR SERVICES - | AREY-JONES EDUCATIONAL(1000004373)
5,00 MISCELLANEOUS CHARGES (ALL KINDS) AREY-JONES EDUCATIONAL(1000004373)
155250 COMPUTER HARDWWARE AND PERPHERALS FOR MICROCOMPUTERS | AREY-JONES EDUCATIONAL(1000004373)
7250 EQUIPENT MANTENANCE, RECONDITIONING, AND REPAR SERVICES - | AREY-JONES EDUCATIONAL(1000004373)
0.00 QOFFICE/SCHOOL STATIONERY SUPPLES

0.00' OFFICE/SCHOOL STATIONERY SUPPLES
D00 QFFCESCHOQL STATONFRY SUPPLES

Pery
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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.

Create Shopping Cart

| [[Print Preview | | [ Close |[ Save |[ Check |[ System

|[ create Memory Snapshot |

Number 1000751292

‘w General Data

36558 Michael Martin

Buy on Behalf of:

Document Name MMARTINOO7 02/13/2018 10:20

Status In Process Created On 02/13/2018 10:20:37

Name of shopping cart:  |MMARTINO07 02/13/2018 10:20

Default Settings: Set Values

Header Data: Values

Approval Process: Display / Edit Agents
Budget: Display

Document Changes: Display

* FM Posting Date: 02/13/2018 (s

[C] DELIVER BY JUNE 30

Delivery Priority: 01
Preferred Vendor: |1000004373

* Competiive:

No ~

Created By Michael Martin

Approval Note

[] 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 confiict 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

* PO Event Type: [Umer ] information from the Procurement Services Division Office.
“w ltem Overview
Details |[ Add ttem 4 [ Copy |[ Paste |[ Dupiicate ][ Delete

75 Line Number Item Type Product Category Product ID Description juantity Unit | Net Price / Limit Supplier Per | Delivery Date Notes = Attachments

’_‘ =1 Material 20456 HP CHROMEBOOK 11 GS 1.6GHz 2GB RAM 16GB 80 EA 178.30, AREY-JONES EDUCATIONAL(1000004373) 1/02/13/2018 1 [}

l ‘ -2 93600 [TEM INTEGRATION CHROMEBOOK 80 EA 67.25| AREY-JONES EDUCATIONAL (1000004373) 1/02/13/2018 0 0

u -3 —— 99900 E-WASTE FEE 80 EA 5.00, AREY-JONES EDUCATIONAL(1000004373) 1/02/13/2018 (] [}

D -4 Material 20400 BRETFORD 40 UNIT TOP LOADING CART 2EA 1,552.50 AREY-JONES EDUCATIONAL(1000004373) 1/02/13/2018 0 [}

m = 5 Material 93600 [TEM INTEGRATION FEE 2EA 72.50 AREY-JONES EDUCATIONAL(1000004373) 102/13/2018 (] [}
" Undefined tem Type 1.000 0.00 1/02/13/2018 (] [}
- Undefined tem Type 61500 1.000 0.00 1/02/13/2018 (] [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 (] [}
" Undefined tem Type 61500 1.000 0.00 1.02/13/2018 0 [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 0 [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 [ [}
. Undefined temType 61500 1.000 0.00 1,02/13/2018 0 0
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 (] [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 0 [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 0 [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 0 [}
- Undefined tem Type 61500 1.000 0.00 1/02/13/2018 (] [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 [ [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 0 [}
" Undefined tem Type 61500 1.000 0.00 1/02/13/2018 (] [}

Account Assignment

Finances and Funds (1853601)
Finances and Funds (1853601)

Finances and Funds (1853601)
Finances and Fund: 3601)
Finances and Funds (1853601)

|

Filter Settings

ftem Status |4/

-
Total Value 2329400 | USD
Tax amount 1650.06 | USD|
Total Val. (Gross) | 24,944.06 | USD!
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Bundle Fee automatically populates for a DESKTOP order

'w ltem Overview

| Details || Add tem 4 || Copy || Paste || Duplicate || Delete |

G| Line Number | ttem Type Product Category | Product D | Description Quantity | Unit | Net Price /Limit | Per | Supplier ftem Numb
: (N Material 20456 HP CHROMEBOOK 11 GS 1.6GHz 2GB RAM 16GB 80 EA 17830 1| AREY-JONES EDUCATIONAL(1000004373) 4
: . 2 Material 93600 [TEM INTEGRATION CHROMEBOOK 80 EA 67.25| 1| AREY-JONES EDUCATIONAL(1000004373) S
[ « 3 Material 99900 E-WASTE FEE 80 EA 500, 1| AREY-JONES EDUCATIONAL(1000004373) 6
4 Material 20400 BRETFORD 40 UNIT TOP LOADING CART 2EA 156250 1) AREY-JONES EDUCATIONAL(1000004373) |7
» 5 Material 93600 [TEM INTEGRATION CART 2EA 7250 1 AREY-JONES EDUCATIONAL(1000004373) 8
20453 HP ELITE DESK 800 G3 TWR 1EA 88693 1
* Undefined tem Type 61500 1.000 000 1
* Undefined tem Type 61500 1.000 000 1
* Undefined tem Type 61500 1.000 000 1
'w ltem Overview
I Details ]I Add ftem 4 H Copy H Paste ” Duplicate H Delete |
5| Line Number | ttem Type Product Category | ProductID | Description Quantty | Unit | NetPrice/Limt @ Per | Supplier ftem Numby
| - 1 Material 20456 HP CHROMEBOOK 11 G5 1.6GHz 2GB RAM 16GB 80 EA 178.30 1| AREY-JONES EDUCATIONAL(1000004373) 4
. 2 Material 93600 [TEM INTEGRATION CHROMEBOOK 80 EA 67.25 1| AREY-JONES EDUCATIONAL(1000004373) |5
. 3 Material 99900 E-WASTE FEE 80 EA 5.00 1| AREY-JONES EDUCATIONAL(1000004373) 6
. 4 Material 20400 BRETFORD 40 UNIT TOP LOADING CART 2EA 1,552.50 1| AREY-JONES EDUCATIONAL(1000004373) |7
= 5 Material 93600 [TEM INTEGRATION CART 2EA 72.50 1| AREY-JONES EDUCATIONAL(1000004373) 8
= 6 Material 20453 HP ELITE DESK 800 G3 TWR 1EA 886.93 1 None 9
. 7 Material 99900 LAU;D ELA Bundle 1EA 85.00 1 None 10
i Undefined ftem Type  ©1oUU 1.000 U.00 1
* Undefined ftem Type 61500 1.000 0.00 1
- Undefined tem Type 61500 1.000 0.00 1
* Undefined ftem Type 61500 1.000 0.00 1
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LAUSD Bundle Fee (A) Sources of Supply tab

‘8 Materil 20453 HP ELITE DESK 800 G3 TWR 1A 88693 1] AREY-JONES EDUCATIONAL(1000004373) |9 0 0
1 Material | 99%00 LAUSD ELA Bundie 1EA 8500 1 mﬁ 11 0 0
2 Undefined tem Type ~ 61500 1.000 000 1 0 0
- Undefined tem Type ~ 61500 1,000 w1 | N 0 0
. Undefined tem Type ‘61500 1.000 000 1 \ \ 0 0
) Ui anype 65 : e " No Supplier name listed R ! :
: e I e *® 1 Line will not be included in . s
’ Undefned temType 61500 1000 % | Purchase Order. 9 g
: Undefed temType 61500 1000 o0 | Do nottry to alter this line. 0 0
- Undefined tem Type 61500 1,000 o \ 0 0
' Undefined ttem Type ‘61500 1.000 000 T — 0 Q
- Undefined fem Type ~ 61500 1,000 000 1 0 0
- Undefined tem Type ~ 61500 1,000 000 1 0 0
: Undefined fem Type 61500 1,000 000 1 0 0
- Undefined fem Type ~ 61500 1,000 000 1 0 0

(> »
__temDala | AccountAssigznent | Notes and Afischments | m«ymmm&- Approval Process Overview | User-Specified Status |

| Remove Assigned Supplier

Suppler [ ] \ Contract/ ke

PurchasingnfoRecord: | | Delivery Date: |03/29/2018
Location / Plant: Supplier Master Record: Display




30. (A) Click Check to verify there are no errors. (B) Check the Certification box.

Create Shopping Cart
[ order] | \ [- Check | System information | Create Memory Snapshat
—.——-1/,“"‘"
Number 1000751292  Document Name MMARTINOO7 02132018 10:20  Status InProcess  Created On 021132201810:20:37  Created By Michael Martin
v General Data
Buy on Behalfof 36558 Michael Martin Approval Note

Name of shopping cart ]MMARﬂNUU? 0211312018 10:20 \
Default Settings: Set Values

Header Data: Values
Approval Process: Display / Edit Agents
Budget Display | certify that, to the best of my knowledge, | have not violated any

appiicable State laws, rules, or Board policies regarding contracting/

Document Changes: ~ Dispay procurement acivites and | have not vilated any conflict of interest

* FIf Posting Date: 2132018 [ Delvery Prorty: 101 9 requirements. Addtionally, as part of the recently approved Board of
ili Education "Buy District" Resolution, | have checked the avaiabity of the
(] DELVERBY JUNE 30 Preferred Vendor: 1000004373 requested tems from the LAUSD's General Stores Distribution Supplies
“Comeltie. Mo v and Equipment Cgtalog (Storgs Cgtalog) inthe new SAP system. |
understand that if | need clarification on any of the above, | must seek
* PO Event Type: | Other i) information from the Procurement Services Division Office
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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.

Create Shopping Cart

Edit Shopping Cart
.I |0rder] | \Read 0nty|| Print Preview| \ |Close H Save” Check“ Delete“ System Information || Create Memory Snapshotl

Number 1000751292 DocumentName HHMARTINOO7 02/13/201810:20  Status Saved  Created On 0213201810:20.37  Created By Michael lfartin

w General Data
Buy on Behalfof 36558 ichael Martin Approval Note
Name of shopping cart: ]MIJARTINUO? 02/13/2018 10:20
Defautt Settings: Set Values
Header Data: Values
Approval Process: Display / Edit Agents
. | certify that, to the best of my knowledge, | have not violated any
Budget: Display v
9 S applicable State laws, rules, or Board policies regarding contracting/
Document Changes:  Display procurement activities and | have not violated any conflct of nterest
*F) Posting Date: 021132018 Delvery Priocty: |01 9 requirements. Addtionally, as part of the recently approved Board of
. UailisE Education "Buy District” Resolution, | have checked the avaiabilty of the
| DELVERBY JUNE 30 Preferred Vendor. |1000004373 requested items from the LAUSD's General Stores Distribution Supplies
*Comoettive: ~ [No | and Equipment Catalog (Stores Catalog) in the new SAP system. |
v — understand that if | need clarification on any of the above, | must seek
* PO Event Type: |Other information from the Procurement Services Division Office.
w tem Overview

11/24/20 PSD SHOPPING CART ORDERING PROCESS

38



PO number.

32. After shopping cart has been approved, (A) Click Refresh button to apply the

Shopping Cart

Display Shopping Cart
Fitkon]|

v General Data

Buy on Behalf of: %558

Header Data: Values

Budget: Display
Document Changes:  Display
Commitment Documents: Display

Number 1000545657  Docums

FI Posting Date: 101202016 Delivery Priorty: |0

resh l Copy || System nformation | Create Memory Snapshot |

(1/187856/ST0M000545657/MM ~ Status Approved  Created On 1072012016 14:33:48

Michael Martin

Name of shopping cart. | 1779501/187856/ST0/M000545657/MM

Approval Process: Display / Edit Agents

=

Preferred Vendor:
Competiive: No

PO EventType: | Other

Created By Michael Martin

Approval Note

| certify that, to the best of my knowledge, | have not violated any
applicable State laws, rules, or Board policies regarding contracting/
procurement activiies and | have not violated any conflict of interest
requirements. Addionally, as part of the recently approved Board of
Education "Buy District” Resolution, | have checked the availabilty 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.
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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.
Display Purchase Order
[ Z Edit| | [Print Preview | | | [ check || close |[ Copy |[ Export || System Information || Create Memory |[ Related Links |
Purchase Order Number F Order Type Order Status Ordered Document Date 10/20/2016 Total Value (Gross) 7,251.21 USD Smart Number Supplier AREY-JONES EDUCATIONAL
Overview Header  Items Notes and Attachments Approval [ Tracking
Total Value (Net)
Total Tax
Total Value (Gross)
|I|Dehislormm1 HP Chromebook 11 G5
General Data Prices and Conditions Account Assignment Notes and Attachments Approval Preview I "~ Related | Ié EE— A
Order as Direct Materia _
‘w Document Control
[7] Purchase Order Response Invoice Expected
[T] Shipping Notification O onfirmation-Based Invoice Verification P
[v] Go::s ieceipt/tonﬁrmtion of Performance of Service O Eval;ate; Re:eip:ilmemen:l - v Hm
'w Statistics o | 1.
Goods Receipt / Confirmation of Performance of Service Invoice V'ew Unmd States DO“&F M
Confirmed Quantity: 0 EA Invoiced Quantity: 0| Ej
Confimed Value: 000 usD ivoiced Value: ooo/uf | Document Name Document Number Back-End Document Number
No Further Confirmation Yes: ©No No Further Invoice Yes: ©No
e Central Contract 440000488204
View: | United States Dollar v
Document Name Document Number Back-End Docun TOtal
o e — = Shopping Car HP Chromebook 11 G4 10005457211
Shopping Cart HP Chromebook 11 G4 1000545721/1
o B Lt B
I Purchase Order HP Chromebook 11 G5 4500264029/1 4500264029/1
o I ﬂhrchase Order HP Chromebook 11 G5 450026402911 45002640291
Total
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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

Display Purchase Order

Edit | | Check ][ Close ” Copy ” Export ][ System Information ” Create Memory ][ Related Links 4 ]
A Th
‘chase Order Number 4500264029 Purchase Order Type Purchase Order Status Ordered Document Date 10/20/2016 Total Value (Gross) 7,251.21 USD Smart i AREY-JONES EDUCATIONAL
Overview Header * Items } Notes and Attachments © Approval | Tracking
A
Izl Details for Item 1 HP Chromebook 11 G5
General Data Prices and Conditions Account Assignment Notes and Attachments Approval Preview ' Related Documents Delivery Extended PO History Payment

w Document Control
["] Purchase Order Response [V] Invoice Expected
[7] Shipping Notification [7] Confirmation-Based Invoice Verification
[v] Goods Receipt / Confirmation of Performance of Service [7] Evaluated Receipt Settlement
w Statistics
Goods Receipt / Confirmation of Performance of Service Invoice
Confirmed Quantity: 0 EA Invoiced Quantity: 0 EA
Confirmed Value: 0.00), UsD Invoiced Value: 0.00| USD
No Further Confirmation DYes (@No No Further Invoice JYes (@No
w History c
e
Document Name Document Number Back-End Document Number Status Date Quantity Uny
Central Contract 4400004882/4 ltem is Active 07/07/2016 2,265.000
Total 2,265.000
Shopping Cart HP Chromebook 11 G4 1000545721/1 B Follow-on Document Created 10/20/2016 30 EA
Total EA
Purchase Order HP Chromebook 11 G5 EA
Total Do you want to open or save Purchaseorder.pdf (30.4 KB) from srm.lausd.net? Save | v | Cancel x EA
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PURCHASE ORDER REPORT

= (1).pdf - Adobe Reader
File Edit View Window Help ®

E’% | ||@@|E Comment

F Los Angeles Unified School District Click on Comment and
: 3 Pagelof 1 ' Share to create, mark-up
s NSk Print Preview, Not an Original Document and send PDF files.
[Vendor Details: Purchase Order:
[Vendor Number - 1000004373 Purchase Order Number - 4500264029
[Vendor Name - AREY-JONES Purchase Order Date : 1072012016
[EDUCATIONAL Delivery Date : 11/07/2016
1055 6TH AVENUE #101 Procurement Official Name : MARIO FULLER
SAN DIEGO CA 52101 Email : mario. fuller@]lausd net
Requesting Person Name : MICHAEL MARTIN
Email : mem7254@lausd net
Invoice To:
|Accounts Payable
3333 Deaudry Ave Vendor Contact Person : Lorrie Lippert
- Telephone - 8009989199
[Los Angeles. CA 50017 Terms of Delivery - FOB Destination
Terms of Payment : Vendor - Net 45 Days
Deliver To: Carency - USD
[LAUSD Code -
[LAUSD Company Code
[BOYLE HEIGHTS HS
544 S MATHEWS ST
[LOS ANGELES CA 90033

Purchase Order Change; one or more Ene items have been changed / removed from the order.

PO MODIFIED TO CHANGE GL# 10/26'16 PWContact: MARTA JIMENEZ-ORTIZPhone: 323-264-8070Emuail: MXJ
Item Description
Significant Changes in the below line item.

o001 30.000 EA HP Chromebook 11 G5 $157.3 4,719.00
Product Category 20700
‘Vendor Material Number : Intel Celeron N3060 w/ Intel HD Graphic.
Price Azreement Number 2200004882 Ttem 00004
Reference Shopping Cart - 21
MARIA JIMENEZ-ORTIZ 323-264-8070 M3T5320@LAUSD NETQUOTE EEH16-8015

0002 30.000 EA ITEMINTEGRATIONFEE $67.25 2,017.50
Product Category : 93600
Price Azreement Number : 2200004885 Item 00003
Reference Shopping Cart 1000545721

0003 30.000 EA eWaste Fee s3 90.00
Product Category - 99900
Price Agreement Number : 2200004882 Item 00011
Reference Shopping Cart 1000545721

Total Net Value Excl. Tax : USD
Tax : USD
Total Net Value Incl. Tax : USD

This purchaze order is VOID if signature does not appear.

By accepting thiz Purchase Order, Vendor agrees to all “Terms and Conditions"at http://achieve.lauzd.net/page/'5286
For Purchase Orders issued against Master Contracts, please refer to Term: and Conditi ined withi i
contracts.

d
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