
iVisions
Order from an online 

store or catalog

Order using 
e-Procurement 

(School Specialty, Blick, Lakeshore 
Learning, Really Good Stuff)

Enter a Purchase Order
as being Received

Check your budget



Ordering Supplies
Catalog or Online Store















Go to the website/catalog and find the item number for the items you 
would like to order 

⭐ 
It  is 

recommended 
to make a list of 
all of the Item 
#s you would 
like to order 

prior to placing 
the order
⭐

★ EXAMPLE ★



Select the 
Vendor

Select your 
name for 

“Requester”

Select the 
“Order Via” 

as fax



Click this square 
to enlarge the 

box



Tax & freight 
will auto-fill - 
MAKE THEM 

BOTH 0

Click the grey 
diskette to save 

the line

Enter the Account Code, Quantity, Unit, Part Number, Description and Unit Price. 
Click on the gray diskette icon to save the line item.



Tax & freight 
will auto-fill - 
MAKE THEM 

BOTH 0

Click the grey 
diskette to save 

the line

After you saved the first item, repeat with additional items.
Enter the Account Code, Quantity, Unit, Part Number, Description and Unit Price. 

Click on the gray diskette icon to save the line item. You must click on the gray diskette icon after 
every line item entry.



When you are completely finished entering items to your requisition:
check the Submit for Approval box and the Close after Update box

Finally, click the Save box
 Now your requisition is in the approver’s queue. 



Once you receive your copy of the Purchase Order via e-mail, keep it as a 
reference (either electronically or hard copy) for when you need to enter the 

order as Received.



Ordering Supplies
E-Procurement

School Specialty
Blick Art Supplies
Really Good Stuff

Lakeshore Learning















Select School 
Specialty as the 

Vendor

Select your 
name for 

“Requester”

Select the 
“Order Via” 

as fax



Click on eProcurement. Then 
wait a moment, a new 
window will pop open



Once this new window 
pops open, order as you 

normally would, 
adding items to your 

cart.

Try to do this quickly, 
(less than 10-15 min).

It is helpful to have the 
item numbers of the 

items you’d like to 
purchase. These can be 

entered in the search 
bar and makes the 

process much faster!



When you’re finished 
ordering, click on the 

cart icon.
Then, click on View 

Cart/Checkout



Double check that 
you have everything 

in your cart that you’d 
like to order, then 

click on Proceed to 
Checkout







This box will appear. 

You can close this box





Double click on your 
order 



Double click on each line item.
 

Select the account information.

Make the “Tax” & “Freight” amount $0.00

Click the “save icon” for each line item

Do this for each item



1st: Check the 
Submit for Approval 

box

2nd: Click on Save



Enter a Purchase 
Order as being 

Received





















Enter the Purchase Order # and press enter. The items from that
Purchase Order will populate the grid.



If all items have been received: 
Click on the Click on the “Actions” tab and click on Receive All Remaining Items. Check the box next to “Close this dialog after 

update?”.  Click Save.



If only some of the ordered items have been received: 
Click on the “Actions” tab and click on Receive All Remaining Items. Next, double-click on the line item not yet received and enter 

“0” in the quantity column. Check the Close this dialog after update box and click Save

Double click 
the item not 
yet received

Enter 0  in the 
quantity 

column for the 
item not 
received

Click the Save 
diskette



You’re all finished with entetering that you’ve 
received your items in iVisions!



Check Your 
Budget








