
Questions?  Online Support 800-513-2465 option 5 or websupport@schoolspecialty.com 
 
 

Quick Instructions ~ Entering Carts  
  

  
To enter a new Cart or Requisition: 

• Go to: https://select.schoolspecialty.com   
• Enter your username and password, click LOG IN   

• Username:  
• Password:  

  
 Enter or select your email address to identify yourself.  Click Confirm  

  
Choose your option to start your Requisition: 3 easy ways to shop:  
1. Search by Key words under the Search window   
2. Click Shop our Products to search for products by product category. 
3. Already know the item numbers? Use Quick Order to enter item numbers and quantities.  

 
When complete, go to your Shopping Cart by selecting the Cart Icon in the 
upper right.  

  
From the Shopping Cart screen:  
• Your Ship To will default to your school 
• Type your First and Last name in the Attention 

To section.  Use Update and Save to make changes.   
• Click Add New Payment Method and select Invoice  
• Enter your PO number if you have one 
• If you are not finished and would like to save to 

complete later, Click ACTIONS - SAVE CART   
• If your cart is complete and you would like to submit 

for approval, Click SUBMIT FOR APPROVAL.  Your 
cart will route automatically to your approver.  

  

https://select.schoolspecialty.com/

