Smoky Hill

Education

Service Center
www.smokyhill.org

11 Easy Steps to ESM Purchase

School Specialty ordering process

Frey Scientific ordering process

CDW-G ordering process
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Step 1: Go to http://www.smokyhill.org/ Click on Volume Purchasing on the left side of the homepage.

Then click on ESM Purchasing. Enter your ema
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Step 2: You may choose a supplier catalog or search for a specific item, i.e. pencils, copy paper etc.
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Step 3: Enter the quantity you would like to order in the “Qty” box. Click on “Add to Cart” and then

“Cart”.
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Step 4: Click on the yellow “Checkout” button.
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http://www.smokyhill.org/

Step 5: Click on “General Details” and make your selections. Credit card or Purchase order, then click
“Continue”.
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Step 6: Click on “Delivery Details”. Choose delivery location if different than default address. Click on
continue.
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Step 7: Click on “Billing Details”. Choose billing location if different than default. Click continue.
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Step 8: Click on “Line Item Details”. This is an overview of your order.
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Step 9: Click on “Click on the “Release PO” button if using Purchase Order. NOTE: USE YOUR PO
NUMBER + YOUR DISTRICT NAME/ENTITY AND/OR USD NUMBER. Example: 22222-Smoky Hill
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Screen view if using a credit card. Enter information requested and click “Place Your Order”.
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Step 10: From here you can “Place Your Order” or “Print your order” by RIGHT clicking and print for

approval if necessary (see second screen shot) or click on the Printer icon.
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Review Purchase Order

Smoley Hill COWG

Per Smoky
Hill Bad

Date: 01/25/2018
Transaction #: 922230
Authorized By: Vicki Eustice

Supplier Address:

200 N. Milwaukes Ave.
Vermon Hills, [L 60061
United States

Attr: Gregory.. Palmer
Phone: 247-371-6066

Order Comments:

Purchase Order #: 5899-Smoky Hill

Requested By: Vicki Eustioz
Requester Email: veustice@smaokyhill.org
Phone: 785-825-9185

Ship To:

Smoky Hill ESC - Training Instance

Smeky Hill Education Service Center Concordia
1510 Cedar

Concordia, KS 66901

United States

Antn: Vicki Eustice

Phone: 785-243-4417

Order Total: 36.44 USD

Bill To:

Smaoky Hill ESC - Training Instance

Smoky Hill Education Service Center Salina
605 E. Crawford

Salina, KS 67401

United States

Attn: Diane Mann

Phone: 785-825-9185

Line # Itemn # Crescription ucmM Qiy Unit Price (USD) Line Total {USCY)
1 3255366 StarTech com & ft DisplayPort to DV Active Adapter Converter EA 1 26.44 36,44
Cable
Ship Te At Vicki Eustice
Subtotal: 3644 USD
(- S &H: 0.00 USD
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Smokey Hill  [Purchase Order #: 89777-SHESC
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Pyramid School Products (SHESC Test)

Date: 01,/04/2018
Transaction #: 91659
Authorized By: Vick Eustios

Requested By: Vicki Eustice
Requester Emaik veustice@smokyhil.org
Phore 785-825-9185

Supplier Address:
6510 North 54th Street
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Place Your Order

Order Total: 36.00 USD
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Step 11: When you place your order, you will receive the message shown below in the white box, “This
action will send the order to the supplier. Are you sure you wish to

continue?”

Place Your Order

If you have questions or need assistance, contact Vicki Eustice, veustice@smokyhill.org or call
785-825-9185.

Smoky Hill

Education

Service Center
www.smokyhill.org


mailto:veustice@smokyhill.org
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Ordering School Specialty products.

To order School Specialty products you can 1) do a search for the product. Click on the item and click on

“Connect”.
directly to the website to search.
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This will take you to the School Specialty website. Or click on the School Specialty icon to go
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When finished adding items to cart click “Proceed To Checkout”.

PRODUCTE = smaith

A Deals Ieas B Resources

R That | Help | 18893380204
Watcoms Seolky Hill Ese Shoppar Esm - Acct § 339450

Gt Mt RSSO0 i

128 | F

DR &

088308 | FENCILOOLOR FHARS . ECHONL B EA
EMART

waog M.19
[
e 421,

Catalog: §6250
D $73 58

Net $53 78

Fruroe Bebacte Fows St Cron Totw | Suttela
SnispEng 30 T Aave E Sew Esiaea TR0k noos i Teeulate

Savd Iy Bhapping List

Gatileg §4 13
Désc §1.47
net $372

Catwiog 19285
Dise S0
Hioe 45275

ey

et 10 Bz List

e Q. Subtie Raf.. Wtenig®,  Back Dl |

School
Specialty.

PRODUCTE = smaith

A Deals Ieas B Resources

U mem S o
| AR | ANOH | PENCH DRNAING SOUO SETOF 8 '
El o205 oERIaY PENCIL COLOR PRAB - BEHOOL BT 1 (7%

s
Moy Line e | Touat #Hoar

Tae ) wnoe

g0 | Wy Stapoing L

ol SERTT ARIGIDD AABBCEOC ﬁ :Nu'
hanp

RGO SAEITLTL SSEIGLDG AABBCEDE -\
e . Subte Raf.. WtenigS. | Bock De | CAANE

Page 8



Click on “Transfer” to return to ESM.
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Thank You for Shopping With School Specilalty!

Your requisition is ready. Press the “Transfer” to transfer your
complate your order.
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The items are placed in the ESM cart. Select the Checkout button to process the purchase as usual through ESM.
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Ordering CDW-G products.

To order CGW-G products you can 1) do a search for the product. Click on the item and click on
“Connect”. This will take you to the CDW-G website. Or click on the CDW-G icon to go directly to their
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Click on the “Checkout” button.
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This will take you back to the shopping page and the item(s) will be added to your cart. “Select the Checkout

button to process the purchase as usual through ESM.”

8 EM Purchase
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