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Member may obtain Mohave contract prices by logging into your
account at www.schoolspecialty.com and creating a shopping cart, or by
emailing a quote request to quotes@schoolspecialty.com, or by
contacting Kimberly Mcalevy. Need a username? Contact Kimberly
Mcalevy: kimberly.mcalevy@schoolspecialty.com 480-243-5616.

Include MESC Contract 200-SCHO-0303 on the purchase order.

Orders may be mailed, faxed, emailed, or placed online. Need a
username? Contact Kimberly Mcalevy:
kimberly.mcalevy@schoolspecialty.com 480-243-5616.

Purchases are made directly with School Specialty, LLC. using the
ordering methodologies outlined in this user guide. Orders are not sent
to Mohave for review.

School Specialty, LLC. submits contract activity monthly to Mohave.

Mohave reviews selected member orders on School Specialty, LLC.
submitted Reconciliation Report.


mailto:kimberly.mcalevy@schoolspecialty.com
mailto:kimberly.mcalevy@schoolspecialty.com

Member logs on to School Specialty, LLC’s website using the username
and password for the Mohave contract. If using a purchase order:
* Member creates purchase order for products and/or services.

* Include MESC Contract # 200-SCHO-0303 on the purchase order.
Member creates order or on-line quote for products.
Orders will be shipped to the specified location.

Member will address order concerns (missing items, damaged items,
returns, substitutions, etc.) with directly with Customer Care: 888-388-
3224, with Kimberly Mcalevy: kimberly.mcalevy@schoolspecialty.com
480-243-5616, or by using the online service center:
http://www.schoolspecialty.com/customer-care..

Member may use Pcards.
Mohave’s 1% admin fee is included in contract prices.
School Specialty, LLC. will remit admin fees to Mohave.

Please also see attached School Specialty Online Guide for additional
details.


mailto:kimberly.mcalevy@schoolspecialty.com

Members may use blanket purchase orders under the contract.

Each blanket purchase order should specify...

The period it can be used

The product or products to be purchased
Any excluded products or services

The maximum amount available to be spent

The authorized user or users

Members must monitor blanket purchase order expenditures to avoid
exceeding the maximum purchase amount.

Blanket purchase orders used for online ordering can be set up with a
reducing balance to ensure accuracy. Contact Kimberly Mcalevy:
kimberly.mcalevy@schoolspecialty.com 480-243-5616.



mailto:kimberly.mcalevy@schoolspecialty.com

For Mohave questions, contact Michael R. Nentwig, CPPB at
or (928) 718-3203

For School Specialty, LLC. questions related to Quotes and Orders, please

contact Kimberly Mcalevy at kimberly.mcalevy@schoolspecialty.com or
480-243-5616.
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SCHOOLSPECIALTY.COM

School Specialty Online
|

* Order quickly, easily, and accurately online at www.schoolspecialty.com

* View your discount prices online
* Your order will automatically route to your district approver(s)
* Order from many of our brands in one cart!

* Track Orders

v School
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Click LOGIN or REGISTER to begin.

18883883224 | Get Help -/
Login or Register:
v School
S5ty e o
Shop Our Products Ideas & Resources Shop Digital Catalogs Order by ltem Number

We'll get straight to
the point!

Buy 10 sharpeners, get 2 free. Offer expires
Sept 30th

LEARN MORE

FEATURED PRODUCTS

o000 ®

v School
\ ‘ Specialty.

Enter your User Name and Password.

Click LOGIN.
(N Sy

Login Or Register

Logging in ensures you will receive the best pricing and special offers,
along with quick and easy checkout.
Register as an Individual

User Name:  emith See Details

P 4 Register as a school or
AT institution user

(CASE-SENSITIVE) sy
See Detalls

Forgot User Name or Password?

m CONTINUE CANCEL

v School
\ ‘ Specialty.
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Create Your Shopping Cart
S

There are six ways to add items to your shopping cart for purchase:
Keyword Search

Shop Our Products

Otrder By Item Number

My Shopping Lists

Shop Digital Catalogs

Upload excel file

AN Al O e

v School
\ ‘ Specialty.

Keyword Search
|

* Enter two or three words to describe your desired product and click the Search
icon.

* Click “Quickview” to see product summary

* Click the calculatoricon to see your discount price

* Click the item name for full product details

* Click filter options to refine your search to more specific items

1608:386-3224 | GetHelp ~
Welcome Greenbush - Acct # 296417 Logout

School
Vilspeciaty. oo e <]
Shop Our Products ~ Shop Digital Catalogs / Order by Item Number

SHOWING RESULTS FOR glue dots

il o
:lo

T = e
] @ @
S ~. e |

[ ouicinew | [ ovicenew |

Corporate 0
1382310 091231
swryey % ClueDots200Non-Toxic  Glue Dots 300 Non-Toxic Mini  Glue Dots 600 Non-Toxic Mini
gEES M Removable Glue Dot Roll, 1/2 Glue Dot Roll, 3/16in, Clear, Glue Dot Value Pack, 3/16in,
s e in. Clar Pack 1 200 Pack o1 300 Clear, Pack of 600 School
s329 g————— s379 @ 049 @ A\~ @ Specialty.

Audlo & Visus_(1)
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Shop Our Products
|

* Hover over the “Shop Our Products” tab to see all of our item categories
* Hover over the category to see the sub-categories in each section
* Choose a sub-category to view the products

1888-388-3224 | GetHelp ~
Welcome Greenbush - Acct # 296417 Logout

n w0~ MyAccount ¥

PRODUCTS v  glue dots

v‘ School

Specialty.

)

Shop Digital Catalogs

QOrder by Item Number

Arts & Craft Supplies

FERTURED CATEGORIES

Audio & Visual

Classroom & Office
Supplies

SHOP PRODUCTS BY

Order by ltem Number

& il

m

Technology
Instructional Solutions Balls Fitness Goals Leadup Skills
Early Childhood
careconiEs 4————
Furniture & Equipment Balls Leadup Skills Sports
| Education & Fitness Organization Technology -
/ Goals Resources HEsRREmEnt
Special Education &
Needs

I TE. G

v

School
Specialty.

Order By Item Number
|

* Choose “Order By Item Number” to enter your item numbers and
quantities
e Click “Add to Car?’ to add the items to your cart

M School

Specialty.

Shop Our Products ~

Order By Item Number

Order By fem Number |[USY Iy

1-888-388-3224 | GetHelp +

Welcome Greenbush -

o
/v Order by Item Number

Acct # 206417 Logout

PRODUCTS

Shop Digital Catalogs

+ Represents a valid item Add to Cart will give you the ability to remain on this page and continue
s View Alternates to replace ftem. m adding items.
X Item not found, verify item number.
Add tems and Go To Cart
Remove Selected Rows
Line  Remove | ftem Number Quantity Item Description Results
1 054054 ["7 | CONSTPPR &X12 ASST TRURAY 50 PER v
i PACK
2 @ 000003 5 STAPLER FULLSTRIP 407 ECONOMY BLACK v
3 5] 000066 [ 7 | PAPER CLAVPS BUTTERFLY #1 LARGE v
PACK OF 12
4 ] 1382310 [T 1 | GLUEDOTSREMOVABLE ROLL PACK OF v
200
5 ) 091231 [T7 | GLUEDOTS MINIPACK OF 300 M
6 | (.
el el o
Speciall
orser — ise View Carsorders QuekLins - \™ @ Specialty;
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My Shopping Lists

Shopping Lists can be created and maintained by users to easily re-order common items (My
Personal Lists)

Shopping Lists can also be district-specific, special-priced requisition forms (Organization
Shared Lists)

¢ To access, click “My Shopping Lists” from the “My Account’ menu or the Quick-Links at the
bottom of your scteen

¢ Click the Shopping List name and category to see all the items within

19083863224 | GetHelp +
Welcome Greenbush - Acct # 296417 Logout

chool

Vi, = B
Shop Our Products Shop Digital Catalogs Order by Item Number

0:rps2)
CLPS FASTENERS Pils & BOOK RINS(19)
CORRECTION FLUD(®)

CORRECTION TAPE

(CRATOLA WASHABLE FINGER PANT(T0)
(CRATOLA WASHABLE PANTI1S)
CRaroll cLissPacKy

CRATCIIS BULK REFLLG)

o rr— 2 Feb 20| DICTIONARIES & THESAURUS(®)
DoUGHE)

RowsPags: (25 +] <pev 1 not DRAING PAPER(10)
DRAVING PENGILSI25)

Shopping List Details: Greenbush Order For CF//INCEIDENALK CHALK(D)

Selacta Catagory from Grasnbush OrderForm(124) | ERAVE1IS

~. &) scnea,

QuickLinks -

My Shopping Lists

Enter your desired quantities, click “Add to Car?’ and move onto the next category

[ List Name Comments | Creation Date |
| Grzenbush order Form 13Feb 2018 |
Rows/Page: (25 v | § et

List Details: Gr Order Form

Selecta Category from Greenbush Order Form(124) | CRAYONS(S) ]

Add fems and Go To Cart | [Fymeyssm

Rows/Page: [25 v | 1 next> [Addto
Ordered tem  Item Number Descrigtion Quantity
007503 007503 CRAYONS CRAYOLA TUCK STD SIZE 8 li
007512 007512 CRAYONS CRAYOLA TUCK STD SIZE 16 lz—
007521 007521 CRAYONS CRAYOLA TUCK STD SIZE 24 \ [
007542 007542 CRAYON CRAYOLA LARGE TUCK BX/8 |17
008716 008716 CRAYONS CRAYOLA MULTICULTURAL STD SIZE SET OF 8 l—

248880 248880 CRAYONS CRAYOLA METALLIC FX 16CT STD SIZE\I—
1400730 1400730 CRAYONS CRAYOLA NEON SET OF 8 '37
1290464 1290464 CRAYONS TRIANGULAR SET OF 8 I—
1290465 1290465 CRAYONS TRIANGULAR SET OF 16 l—

RowsiPage: [25 v | <prev 1 next>

chhopl
Add flerns and Go To Cart | \ ‘Spec1a1ty
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Click the item number to add the item to your cart

FrontPage | EnterPage# Q&) | Search

Bl contents B index (53] emai {Zh print

>

School Glue

SUPPLIES

Elmer's* No Aun
No Run Schoo! Gluo

s assy
use and stays vehere you putit. Greatfor
hools 0 glus laundrs o
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i .
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Tap-N-Glue Cap

Keep gue hoing wih ess mass Fandy reusable.

shout logs o asks. o noed

* Choose “Shop Digital Catalogs” to view all of the catalogs School
Specialty currently has in circulation
* Click any catalog to view its contents and order items
P— Walcoms Gresabush - ACStH 20T Logou
N FoE - o
R e
§tlop Digital Catalo
/ S Bt s A e
&
o it s School
e - O sy
¢ Click the “next” and “previous” buttons to turn catalog pages
*  Secarch by page number or key word
*  Click the “Contents” icon to view the table of contents
¢ Click the “Index” icons to view the A-Z Index

v

School
Specialty.
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Upload Excel File

Create a .csv file (from Excel) with items in column A, and quantities in
column B. Save to your computer, then click the Upload File tab from the
Order By Item page. Browse to locate the file, then click Upload File to fill
this screen with items from your spreadsheet!

Welcome Greenbush - Acct # 296417 Logout

v School
VISR, e o
Shop Our Products  ~ Shop Digital Catalogs Order by Item Number

Order By ltem Number

Order By item Numoer | [VETELEZIES

Please make sure your upload file is in comma delimited (.csv) format and in the same order as the Direct Item Entry form. The maximum number of
rows should not exceed 100 items.

Upload File | choose File | Na file chosen \
Click here to download an Upload Tempiate. m

v School
\ ‘ Specialty.

Your Shopping Cart

[ s
Your Shopping Cartwill show your items, your net-discount prices, and your
Shipping and Handling charges. You have the option to edit your cart, save

your cart, or “Proceed to Checkout’

Cart Number: 7775761660 Retum to Previous Page | Hy Shopping Lists | Order By lism Numosr | PRSSSmapmmmr
s:noppmg (&8 Promotion Codes || ftem Availability

Delete Cait| Save Cart| Save to Shopping List
Remove Selected Rows
Remove | oOrdered | Item
Line | O Item Number Description Qty UOM  Unit Price Total Price

1 @ 081929 | 081929 | TOTELDRED-SCHOOLSWART | [~ | EA | Cafalopi258 | Catalogisiaa
Disc-§0.31 Disc: -52.17
Net: 52.28 Net:515.96
2 (B] 505621 | 595621 | BATTERY SIZE AMAPACKOF 4- B EA  Calabe$192  Catalogisisez
SCHOOL SWART Disc-51.24 Disc: -59.92
Net: $0.75 Net: $6.00
3 @ 595615 | 595615 | BATTERY SIZE CPACK OF2- | EA | Catalog:5289 | Catalog $2093
SCHOOL SMART Disc-3176 Disc-$12.32
Net: $1.23 Net 5861
4 a 007512 | 007512 | CRAYONS CRAYOLATUCK STD | EA | Calalog$140 | Catslog: 5745
SIZE 16 Disc-51.01 Disc: -55.05
Net: 0.48 Net: $2.40
5 a 008716 | 008716 | CRAYONS CRAYOLA | BA | Catslogi5088  Catalso: 5594
MULTICULTURAL STD SIZE SET Disc-$0.57 Disc §3.42
Net: $0,42 Net: §252
6 @ 1290465 | 1290465 | CRAYONSTRIANGULARSETOR | [~ | A Calalop 8359 | Catalog:$18.45
16 Disc-$194 Disc -$9.70
Net: $1.75 Net: $8.75

Remave Selected Rows Update Order Total | Subtotal: $44.24

Shipping and Handling 5000

Sales Tax (0%) 50.00 v School
Totak: 54424 \ ‘ Specialty,
Delete Cart| Save Cart| Save to Shopping List
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Your Shopping Cart

[ s

Scrolling to the bottom of your screen will display our billing and shipping
information. Once details are completed and correct, click “Proceed to
Checkout”.

Approval Details: #pproval Limit £0.00 ApProvers: | SCHOOL SPECIALTY
Shipping Information Billing Information
Localion | SENECA R-7 SCHOOL DISTRICT v Customer SOUTHEAST KANSAS EDUCATION SVC CTR
[] Make this my dsfault Address:| po BOX 189, GIRARD, KS, US hd
Aftention To: SMITH, SALLY Change Attention To PO Number
Address: 944 FRISCO ST. SENECA. MO, US | It you have a purchase order, please enter that number here; otherwise

e enter some other reference to identify this order:
Shipping Method l—
tems can only be shipped GROUND. (Next Day and Second Day are
currently not available online ) Payment Information
* Request Ship Date R
@ Invoice | Invaice upan Shipment ¥

== (DD-MON-YYYY)
14-Feb2014 @ New Credit Card
Shipping Instructions
These instructions only apply to Truck / Freight shipments and will not be

available on Parcel shipments

[ Call 24nrs priorto
delivery

Return to Previous Page | My Shopping Lists | Order By ltem Number | [

v School
‘ Specialty.

Proceed to Checkout

[ s
The final “Review” page displays your, shipping, billing, and item information

and prices. Click “Submif’ to place your order or send to your approver

Review
‘shopping Cant Gontemation
Cart Number: 7775761660 Retur to Previous Page | My Stopping Lists | Save Cart | Drder By ltem Humber | PR
ApprovalDetalls:  Avpioval Lmit: 330 Approver  SPEGIALTY, SCHOGL
Shipping Information Modiry Billing Information Madiry,
Locater: SENEGA RT SCHOOL DISTRIGT | Gustomer ‘SGUTHEAST KANSAS EDUGATION
Antzntion To: SMITH, SALLY SVC CTR
Address: 814 FRISCO ST FO BOX 125
SENECA GIRARD
o I
B4385.3; geT43-0159
N UNITED STATES
Shipping Method PO Number
items c2n only be shipped GROUND. (Next Gay ana Seoond Day are Payment information
curently not available onfine.
» Payment Type: INvoicE
* Request Ship Date
-Fee2014
Shipping Instructions
=
Line  ltem  Number Description Gty UOM  UnitPrice
1| 081923 | 081323 | TOTELID RED - SCHOOL SART 7 | EA | Cataegmss
Dic 503
Net 5228 | Net s1588
2 | zem2n | mesez | BATTERY SIZE AMAPAGK GF 4 - SCHOOL SWART 5 | ea | camepsim | camegsism
Dhe 3124 | Dsc: S8
3 Net: ®.00
3 | ssmss | 59015 | BATTERY SIZE € PACK OF 2 SCHOOL SART T e Cateiog $20.93 School
s A\~ @ Specialty.
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Order Confirmation
|

You will receive confirmation the order was placed or sent for approval. Any
approvers will receive an email notification of pending approval. Once the

order is placed, the user will receive an email confirmation of order receipt

Confirmation
.
£3
Shopping Cart Review Gonfirmation
Your Order has been submitied for processing
Cart Number: 7775761660 Print Cart | [EEG—
Approval Details: APproval Limit $0.00 Approvers® SPECIALTY, SCHOOL
 orered fem
Line  fem  Numoer Description Qy UOM  UnitPrics Total Price
1 081020 | 081920 | TOTE LID RED - SCHOOL SUART 7 | EA | Catalogs2se | Catalog$18.13
Disc 3031 | Disc  -§217
Net 5228 | Net  $1596
2 | 595621 | 595621 | BATTERY SIZE ARAPACK OF 4 -SCHOOL SHART 8 EA | Caalog:$199 | Cafalog 51592

Disc 5124 | Disc
Net 5075 | Net 5600
3 | 505615 | 505675 | BATTERY SIZE.CPACK OF 2- SCHOOL SHART 7 | EA | camogsase | calogs20es
Disc 8176 | Disc 51232
Net  $1.23 | Net 3851
4 | 007512 | 007512 | CRAYONS CRAYOLATUCK STDSIZE 16 5 | EA | Colblog$149 | Catalag §7.45
Disc 5101 | Disc  -$5.05
Net 048 | Net 5240
5 | 008716 | 008716 | CRAYONS CRAYOLAMULTICULTURALSTDSZESETOFS | 6 | EA | Catelog:$099 | Catalog §59¢
Disc  -057 | Disc  -§3.42
Net 5042 | Net  $252
5 | 1290455 | 1290465 | CRAYONSTRIANGULAR'SET OF 16 5 | EA | Catsog:s369 | Catalog 51545 School
Disc -$194 | Disc  -$9.70 A\~ @ Specialty.
Net $175 | Net 5875

Order Tracking/History

[ s
Track any of your ordets from the “ View Carts/Orders’ section of the “My
Account’” menu. Download Invoices for any billed order.

1-888-388-3224 | GetHelp ~
Welcome Greenbush - Acct# 296417 Logout

View Caris / Orders

Shop @Ur Products = Shop DS atalon: /q(' ——

My Saved Carts (0)

o,

View Carts/Orders

Wy Shopping Lists v
Advanced Search

My Profile

My Saved Caris

My Submitted Carts ‘

v School
\ ‘ Specialty.
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Approve Carts
S

(For Approvers Only) Choose “Approve Carts’ from the “My Account’ menu
to view carts awaiting your approval. Approve from the list or click the cart

number to view the cart details.

18883083224 | GetHelp ~

v School Welcome Kurt - Acct# 282778 Lagout
CNOOo
\illspecialty,  romen - - TR

View Carts / Orders

Shop Our Products Shop Digital Catalogs OIJ Current Shopping Cart

My Saved Caris (0)

Approve Carts

Hly Quotes (0) [Ordersi

Click on a cart number to view details , Select one or more carts then click the action yo
Click on a column heading to sort st by that column Aporove Cars (3)
Total number of carts pending your Approval: 3 ($1,050.65) M Shoppicg sk s
Total number of carts matching your search: 3 (51,050.65)
Total number of carts on this page: 3 (51,050.65) Inveices
Payments | -
Advanced Search | o @'
RowsPage [1g v | Jast >>
Select PO /Ref Pmt Creation  Requested Ship To.
5] Number  CreatedBy  Total  Type  AftenonTo  Date  ShipDate  Locaon  Exception store
O | 7774080078 56 | LEVI $321.64 | Invoice | KURT o1 14FEB- | LNCOLN SCHOOL
Eat VANHANDEL VANHANDEL | AUG- | 2014 ELEVENTARY SPECIALTY
2013 SCHOOL MARKETPLACE
[ | 7774917943 | 408189  DAWSON | $11520 | Credit | DAWSON | 194UL- | 14-FEB- | LINCOLN FREY
Edit VANHANDEL Cad | VANHANDEL 2013 | 2014 ELEVENTARY SCIENTIFIC
O | 7774808723 | 23456 | DAWSON | $613.52 | Invoice | DAWSON | 24-JUN- | 14-FEB- | PARKVIEW SCHOOL ‘ School
Edit VANHANDEL VANHANDEL | 2013 | 2014 ELEVENTARY SPECIALTY i
SCHOOL wnermace | W @ Specialty

Thank You
|

Please contact us for a demonstration, setup, questions, etc.

WebSupport@SchoolSpecialty.com 800 513 2465

v School
\ ‘ Specialty.
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