SMOKY HILL
EDUCATION

Service Center

11 Easy Steps to ESM Purchasing

School Specialty and Frey Scientific ordering
process

CDW-G ordering process

{ﬁ School
Specialty.




Step 1: Go to go.smokyhill.org/VP. Then click on ESM Purchasing (on the right-hand column
under the ESM logo. Enter your email and password.

esm

Intedligent Together

ESM Solutions Login

Login to the newest versions of Procurement, Sourcing and Contract Management

‘ % Email ‘
O-= Password

Forgot Password?

LOG IN

Step 2: You may choose a supplier catalog or search for a specific item, such as pencils, copy
paper and more! (Please note that items within the punch-out catalogs of School Specialty, Frey
Scientific, and CDW-G may appear in a search, but may not display an accurate price,
description, or be actually available. Open the punch-out catalog from the main “Shop” screen
and search within the punch-out catalog for the most accurate information).
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Total: 0.00 USD

: All Transactions

Filter By Copy Paper March-August 2021 (Total 45) Sort By | Relevance ~| View

Supplier

[ Paper 101 (45)

Price (USD)

(O Under 20.00 (13)
20.00 to 30.00 (0)
[130.00 to 40.00 (2)
[J140.00 to 60.00 (22)
(] 80.00 and above (8)

Business Classifications

() Not Specified (45)

MFG/Provider

[ DOMESTIC (44)
(JJPERFORMANCE (1)

8 -1/2 x11, 20 # Copie...
By: Paper 101

BLUE - 8 1/2 x 11, 10 Reams per C...

46.48 USD / Count Carton

Qty Add to Cart

8-1/2 x 11, 20 # Copie...

By: Paper 101
CHERRY - 8 1/2 x 11, 10 Reams p...

46.48 USD / Count Carton

Qty Add to Cart

8-1/2x11, 20 # Copie...
By: Paper 101

GREEN -8 1/2 x 11, 10 Reams per ...

8 -1/2x11, 20 # Copie...
8y: Paper 101

BUFF - 8 1/2 x 11, 10 Reams per C...

46.48 USD / Count Carton

Qty Add to Cart

8 -1/2x11, 20 # Copie...
By: Paper 101

GOLDENROD - 8 1/2 x 11, 10 Rea...

46.48 USD / Count Cartan

Qty Add to Cart

8-1/2x11, 20 # Copie...
By: Paper 101

IVORY- 8 1/2 x 11, 10 Reams per ...

8-1/2x11, 20 # Copie...

By Paper 101
CANARY - 8 1/2 X 11, 10 reams p...

46,48 USD / Count Carton

Qy Add to Cart

8-1/2x 11, 20 # Copie...

By: Paper 101
GRAY - 8 1/2 x 11, 10 Reams per ...

46.48 USD / Count Carton

Qty Add to Cart

8-1/2x 11, 20 # Copie...

By: Paper 101
LAVENDER - 8 1/2 x 11, 10 Reams...


http://go.smokyhill.org/VP

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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Menu

Shop

Filter By Copy Paper March-August 2021 (Total 45)
supplier 8-1/2 x 11, 20 # Copie... 8-1/2x 11, 20 # Copie...
() Paper 101 (45) By: Paper 101 By: Paper 101
BLUE - 8 1/2x 11, 10 Reams per ¢... BUFF - 8 1/2 x 11, 10 Reams per C..
Price (USD)
46.48 USD / Count Carton 46.48 USD / Count Carton
[ Under 20,00 (13)
20,00 to 30.00 (0)
7] 30.00 to 40.00 (2) Qty‘ 40 ‘ | Add to Cart | Qty Add to Cart
[740.00 to 60.00 (22)
(] 60.00 and above (8) 8 -1/2x 11, 20 # Copie... 8 -1/2x11, 20 # Copie...
By: Paper 101 By: Paper 101
CHERRY - 8 1/2 x 11, 10 Reams p.. GOLDEMROD - 8 1/2 x 11, 10 Rea..
Business Classifications
] Not Specified (45)
46.48 USD / Count Carton 46.48 USD / Count Carton
MFG/Provider
Qty Add to Cart Qty Add to Cart

() DOMESTIC (44)

Step 4: Click on the yellow “Checkout” button.
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Menu

Shop

Go to: All Transactions Total: 1,859.20 USD

Item Summary (1 Items) Cart Summary
Itern Details Quantity Price (USD) Subtotal (USD) Total Items in Cart: 40
Number of 5 liers: 1
8- 1/2x 11, 20 # Copier HMBET BT SURRIErs
Paper Blue a0 46.48 / Count 1,859.20 x Cart Total (USD): 1,859.20
By: Paper 101 Carton
Catalog Item #: 972424 Checkout

Mfg/Provider: DOMESTIC




Step 5: Click on “General Details” and make your selection of credit card or purchase order,
then click “Continue.”

— SMOKY HILL
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Menu

Shop

Go to: All Transactions

Checkout = & @ I

General Details

=Payment Form: () Creditcard () PO Need By Date:

* Purchase Order #:

Account #:

Continue

Delivery Details Attn : Adam Pracht Location : Smoky Hill Education Service Center Salina Change

Billing Details Attn : Diane Mann Location : Smoky Hill Education Service Center Salina Change

Step 6: Click on “Delivery Details.” Choose delivery location if different than default address.
Click on “Continue.”
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Shop

Checkout

General Details

*Ship To - Attn:

Default Location:
1" Smoky Hill Education
Service Center Salina

8L, 605 £. Crawford
Salina, KS 67401

Q, 785-825-9185

Search:

Billing Details

Line Item Details (Total: 1)

Change
Delivery Details
Adam Pracht
ype location name A
Continue
Attn : Diane Mann Location : Smoky Hill Education Service Center Salina Change
Change

Step 7: Click on “Billing Details.” Choose billing location if different than default. Click

“Continue.”

Billing Details

* Bill to Attention:

Default Location:
) Smoky Hill Education
Service Center Salina

& attn: Diane Mann

605 E. Crawford
Saling, KS 67401

Q‘o 785-825-9185

Search:

Line Item Details (Total: 2)

View Warkflow Details

Search Keyword(s), Item Mumbers, etc

= I IR T |

Diane Mann

Type location name

Continue




Step 8: Click on “Line Item Details.” This is an overview of your order.

Billing Details Attn : Diane Mann Location : Smoky Hill Education Service Center Salina Change
Line Item Details (Total: 2)
Contract Item Total
Item Details * Quantity Price Subtotal Tax S&H (USD)
1 8§-1/2x11,20# a1 4744 1,945.04 0.00 0.00 1,945.04 more.. %
Copier Paper f1l-
Green CP 4-12 10.0000
Count
Carton

Notes and Attachments:

Internal Note |= External Note |=

2 8-1/2x11, 20# 1 47.44 4744 0.00 0.00 47.44 more.. ¥
Copier Paper f1l-
Ivory CP 4-2 10.0000
Count
Carton

Notes and Attachments:

Internal Note |= External Mote |-

Continue

View Warkflow Details Change

Submit

Step 9: Click on “Release PO” button if using a purchase order. NOTE: USE YOUR PO
NUMBER + YOUR DISTRICT NAME OR ENTITY, USD NUMBER, OR BOTH. Example:
22222-Smoky Hill-629

— | SMOKY HILL
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Menu

Shop

ord(s), item N

Checkout a8 & @ 1
General Details Changs
Delivery Details Attn : Adam Pracht Location : Smoky Hill Education Service Center Salina Change
Billing Details Attn : Diane Mann Location : Smaky Hill Education Service Center Salina Change
Line I[tem Details (Total: 1) Change

View Workflow Details

This transaction does not require approval

Ad Hoc Review Release PO




Below is the screen view if using a credit card. Enter information requested and click “Place
Your Order.”

Credit Card Details

Subtotal: 455 USD *Name on Card: | Adam Pracht

SE&H: 0.00 USD
*Card# |Card Number

Order Total: 455 USD

Card Type: VISA 25 ] ||:|ij %

* Expiration Date: Month v | Year v

* Contact Phone #: | 785-825-0185

Place Your Order Cancel

Page 5

Step 10: From here you can “Place Your Order” or “Print your order” by RIGHT clicking and
printing for approval, if necessary (see second screen shot) or click on the printer icon.

Place Your Order

This action will send the order to the supplier.
Are you sure you wish to continue?

Place Order Cancel




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?”
Jeemrane %\ lall=l@] =)

€ C O |® huos/aningesmsalutions.com/orce e

Place Your Order

This action will send the order to the supplier.
Are you sure you wish to continue?

| Place Orcer | | Cancel

If you have questions or need assistance, contact Adam Pracht or Valarie Jackson,
vp@smokyhill.org or call 785-825-9185.



mailto:vp@smokyhill.org
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Ordering School Specialty products (Same procedure for both catalogs)
To order School Specialty products go to the main “Shop” page and click on the punchout
catalog icon. This will take you to the School Specialty website.

N Tescher Supplies, Class 5 m Scho HOOL SPECIALTY MARKETPLACE - Google Chrome Sle %] alls|@] =
S ‘store-test.schoolspeciaity.com/OA ML /ibeCC 6 -
*|1
‘ School
Specialty.
_
sneral Information
.
New Lower Prices on 3 - s s the Smoly il eProcurment bullntin board
.
Thousands of Best- T fae f—

Selling Products

11111111111111

Nasco __é'_-l)_

Cafeteria Supplies

BN ul=la]s]




Select your items and click “Add To Cart.”

‘ School

& searchisearchTy ctResulte&cotection=products&minisite=

Specialw. PRODUCTS
A+ Deals
SHOWING RESULTS FOR "pencils”

Enter keyword

Results 1- 15 of 404

B, Chat | Help | 18983883224
Walcoma Smoky Hill Esc Shopper Esm - Acct # 327438

n W0 s

Ideas & Resources Digital Catalogs Order by Number

RELEVANCY v | wown v

6 Squery = penols Sic= Sirelevar

411928
Sax Solid Drawing Sat. Assorted Tip, Black, Sot i == ommc
SHOW LTS of & List Price $4.29
ax Sowd Orawing Penci Setfeatures top aualily fnest lead in
Products [O4) economical price ofering superior Tsuts
\deas & Resources
Sy e ot sy for rme shipe
PECIA P o dplaged s ot el gt oo
Classroom Pack (84)
Shop Teather Favontes (34) 086305
Price DI0p (14) School Smart Colored Pencil Classroom Pack, S
Assortad Colors, 480 Pancils usteoce $82.79
Hew (B) ho mart Colored Penci Clas: m Pack colored pancils
or3 tots o £80 pieces. Faatures an atracth,
Adapled A1) oty 1
See More

ADDTO CART

Crassroom Direct- Teacher

javascriptvoid(l)

Favorttes (381) 25787

An Supphies - Crat Supplies E=R SOOI SN0 PECE T N AN O B e voum et

@2 [‘. Pack of 12 Listpice $1.27
5 s Guick Links «

. Clickontheitem and clickon

qCartjsp
M, Chit | Help | 1-838-388.3224
Walcoms Smoky Hill Esc Shoppser Esm - Acct # 327438

B EE

Order by Number

m School

Specialty. PRODUCTS +  search

A+ Deals |deas & Resources Digital Catalogs

Your Shopping Cart @ Firt

Cart Number: 7785920232

_ Promation Cades || am Avadasilty |

Rt 1o Previous Page |y Shopping Lists | Oder 8y e Number | EXTRSSEREWSIRY

Bave o Bhopping List
Remove Selected Rows
Remove  orgere
b, L y | Total Price
1 @ 411920 411920 TOFE Catalog $419 | Catalog $419
Disc:-$1.47 Disc: -$1.4;
Net 8272 | Net 9272
2 a 086305 | 086305 ~ PENCA COLOR PKASD - SCHOOL " EA Catalog $8269  Catalog: $8269
SMART Disc-$2894 Disc-$28.94
Net $5375 Net §5375
Remaove Selected Rows: Update Order Total | Sublotat: $56.47
Stepping 3nd Tax have not been finalzed Click hare to cakculate
Save to Shopping List

Retum 1o Previous Page | My Shapping Lists | Order By itsm Number |

© 2018 Sehool Bpeciaty, ine. Al rights reses

. Clickontheitem and dickon

Page 8



SPECIALTY MARKETPLACE

@ Secure

Click on “Submit.”

N

A+ Deals Ideas & Resources Digital Catalogs Order by Number
Review
o
&
Review Confirmation

MLAocssi_ibeCa 2carfid=19825:

School
Specialty. T e

previousPage=SHOP_CARTSpageType=CART_REVIEW SINGLE

B, Chat | Help | 18983883224
Walcoma Smoky Hill Esc Shopper Esm - Acct # 327438

Cart Number: 7785920232

Page| | Order }m

Ordered ftem
e Number Descripton O oM Unit Price Total Price.
1 411029 | 411829 | PENCIL DRAWING SOLID BETOF 6 1 EA Cafslog: $419  Catalog $4.19
Disc  -3147  Dsc  -§147
Net $272 | Net  $272
2 086305 | 086305 | PENCIL COLOR PKA30- SCHOOL SMART 1B Catalog: $8269  Catalog §8260
Disc  -§2694 D 26.04
Net  §5375 | Net 85175
Sun Total $56.47
Shipping snd Handling $0.00
Sales Tsx (0%) 5000
Mody Line tams | Totak: $56.47
Page| Im
@2018 Schaol Speclay inc. Al rigts reservea
The use of the website is condilionad upon the acceptance of tha Terms & Conditions, User Agreement. Privacy Staternent and Social Madia Statement

Quick Links «

bense Q.. SubteRef.. InteseR.. | BookTae o Chnge | B

D0 GABRCOC BABOCLDL AABBCEDE e

School
Specialty.

Thank You for Sh

PP

ing With School Sp

Your requisition is ready. Press the “Transfer” button below to transfer your requisition information to

complete your order.

P P p—— . ¢

Subtie Ref.. Intense R.. BookTtie . Chenge
Styles =




The items are placed in the ESM cart. Select the “Checkout” button to process the purchase as usual
through ESM.
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Menu g

Shop

Go to: All Transactions Total: 1,859.20 USD
Item Summary (L ltems) Cart Summary
Item Details Quantity Price (USD) Subtotal (USD) Total Items in Cart: 40
Number of 5 liers: 1
8- 1/2x 11, 20 # Copier MBS el SHpRlErs
Paper Blue a0 46.48 / Count 1,859.20 x Cart Total (USD): 1,859.20
By: Paper 101 Carton
Catalog Item #: 972424 Checkout

Mfg/Provider: DOMESTIC




Ordering CDW-G products

To order CGW-G products go to the main “Shop” page and click on the punchout catalog icon
This will take you to the CDW-G website.

-8 £ Burchsse x W

ttps://trsining. esm selutions.cam/shapresult

€ 0 C O seane

X

Hivied - =@SIT.

Admin
Applicntons Pending Transaction(s)
Bicts To

Fiter By

Suppher

CDWG (15595) i

Price {USD)

[ Under 5.740.00 (15583)
5,740,00 to 11470.00 (6)
11,470.00 to 17,210.00 (5)
17,210.00 te 22,950.00 (0]

1 22,850,00 and above (1)

Not Specfied (0) Y
>

MFG/Provider

0ME

) 3M Voliton Metwark Solut (1)
Iware (5]
ADAPTEC (14)

L] ADC Telecommunications (3)

more

Business Classifications

) Women Owned (15595
Mot Specified (0)

CDW-G (PO XML L2 Test) (Total 15595}

Cables

By: COWG
PATCH CORD - CAT 6 - RI-45 (M) - RI-45 (M) -

@ viormen Owred

4677 USD -/

Quy | conneet |

Cables

By, COWG

Serial cable - D5-25 (M) - DB-9 F) - 10 ft - white
@ viomen Owred

558 USD -/

Qy | con

Cables

By, COWG
Null modem cable - D8-9 {F) - D8-9 {F) - 6 ft - m

@ vomen Oured

4.88USD -/

Qty [ conneet |

Cables

By: COWG
'VGA cable - HD-15 (M) - HD-15 (M) - & ft - mol.

@ viomen Owrea

558 USD -/

Qu | conmect |

Cables
By: CDWG
USE calzle - 4 pin USE Type A (M) - mini-USE Typ..

@ viomen Owred

698 USD -/

r ¢

Cables

By, COWG
Patch panel - 1U - 24 parts

@ vomen oumed

23461 USD -/

Qy [ connect |

=

m

¥  SearchCOW.

HARDWARE ~ SOF TWARE

HOME » CaDIES » Parale| @ Serial Cabies » SErialCatkes

G MIZ Pan:0 3020 | COW Pan: 12689151

UNSPSC 2612609
ee—

© PRODUCT OVERVIEW

SOLUTIONS ~ CLOUD

BRANDS BLOG DEALS

C2G10ft DB25to DB9 Serial RS232Null Modem Cable —Male toFemale

L $606

1 PR - Sy HEESC

Availability: In Stock
M. Sros today Foredwtin fvs

Allows twe DTE ar DCE devices to communicate with ne conflict in data
ansmission

DB2% Male 12 DBY Fenale:

0 Foor DB25 1o DBS Serial 75232 Hull Modem Cable / 10° DE25 to
DB Serial R5232 Muil Modem Cable

Lifesime Warrany

View More

4 saveasFaume

Pagei1of? | wiortz: 28 B

Sort By Relevance

1 vien [T

Cables

By: COWG
D1 cable - single link - DVI-D (M) - DVI-D (M) -

@ vomen Ownea

3072UsD -/

Qu | conmect |

Cables
By: COWG
Idel for connecting progressive scan video comp.

@ viomen Ounea

1605 USD -/

Q. | cenmect |

Cables

By: COWG
Power spiitter - & pin PCT Express power (M) - &

@ vomen Ownes

768 USD -/

Connect |

Qy

BbCCD

ense 0.

Hovaa3ad

. A MFind -

. Change
Ster

SABBLLOC AAURCIDE AABBCCDC
Subtie fef., Intense R, Boak Tiie



http://www.cdwg.com/shop/custompages/Default.aspx?CustomPageKey=BFB6294CF43146669D3030A0CF28C52D

Click on the “Checkout” button.

oW  Cart - Google Chrome.
& COW LLC [US)

ittps;/ wwew.cowg,com /cart7pre= 18

% MArind -
BHCCOC SABBCCOC OABBCLDE AABBCCOE Ay
bense Q.. SubteRef.. InteseR.. | BookTae o Chnge | B

Esting
D v SearchCDW. ﬂ :

HARDWARE SOFTWARE SOLUTIONS BRANDS BLOG DEALS

Shopping Cart

AddItem to Cart

Cortirue Shopoing Emad C Ene COW s [ 20 ]

L] Avallability Price Quantity  Item Total Order SUmmAary
Subtotal. $6.06

C2G101tDB25 toDBY InSiock A SmakyraT | LAl seos x

.:g, Serial RS232 Null Galforavaablty
Modem Cable - Male to

<3 Female
MEG Par 03020
Dupn weoTE
UNSPEC 262008

Update All | Remove All

—
m
g
WHO WE ARE WHAT WEDO HOW CAN WE HELP SHOP g
Careers oW Blog Customer Relations Accoure Cercer a
Investor Refations E-Procurement E-Viaste Recycing Best Desis A

Trarsfer Shopping Cart - Gongle Chrome ol@] & ] T
& cowLLe [Us) cam/EProcurement, s Cartaspx @
A Ay B
cow) sz~ e e e
s+ | b seec
5 Eating
5 Toanster Shopping Cart T S " T

Thank ¥ou for shopping at COW!

Pleasaclick the Transfer Shopping Cart” button ta transfer your COW shopping cart

Teanstor Shapping Cart |

Piease do not click on theback button on your browser at this time: Doing 5o will rase your shopaing cart

Final imvalce might include an enviranmental recycling fee for certain praducts shipped to certain states,

[ EEEEE




This will take you back to the shopping page and the item or items will be added to your cart. Select the
“Checkout” button to process the purchase as usual through ESM.
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Menu

Hi Adam -Sm

Search Keyword(s), ltem Numbers, etc
Go to: All Transactions

Total: 1,859.20 USD
Item Summary (L ltems) Cart Summary
Item Details Quantity Price (USD) Subtotal (USD) Total Items in Cart: 40
Number of 5 liers: 1
8-1/2x 11, 20 # Copier Hmber ot supplers
Paper Blue a0 46.48 / Count 1,859.20 x Cart Total (USD): 1,859.20
By: Paper 101

Carton

Catalog Item #: 972424

Checkout
Mfg/Provider: DOMESTIC




