EQUALLEVEL SHOPPING GUIDE

ADD ITEMS TO CART

1. Log In through ClassLink

e Chromebook, Laptop or Desktop — Go to https://launchpad.classlink.com/pasadenaisd

e Sign-in with your email (email@pasadenaisd.org) and password. This will take you to
Launchpad and all the applications you can access.

e Click on the EqualLevel tile

2. Perform a search to find the item you would like to add to your cart.

e Type the name of the item you would like to search for in the red search box at the top of the
screen or click the magnifying glass for a particular vendor. This will ONLY search vendors that
have a magnifying glass next to their icon. These are items they have loaded into the
EqualLevel Marketplace.

*Vendors with just a Globe are not searched with this search method.

All = | Search by keyword or part number

EquallLevel

All ~ | Search by keyword or part numb

All You can limit your search to a certain category

by changing All Categories to the category you
Art and Photography

are searching within.
Athletics and Fhysical Education
Classroom Supplies

Food


https://myapps.classlink.com/home
https://launchpad.classlink.com/pasadenaisd
https://launchpad.classlink.com/pasadenaisd

. After you have located the item you would like to purchase, enter the quantity you want in the Qty
field to the right of the item information. Then click the Add to Cart button.

Office Depot® Brand White Copy Paper, Letter Size Paper, 20 Lb, 500 Sheets Per Ream, Case ©f 10 Reams $35.69 / Unknown aty| d
= | Office Depot (Supplier Part # 273646)
- ¥ Office Depot Brand White Copy Paper Letter Size Paper 20 Lb 500 Sheets Per Ream Case Of 10 Reams, 20 |b letter size printer paper is
ideal for ever...

. If you would like to add multiple items from the search results, select the checkbox on the left of
each item. You may select up to 8 items at a time. You can also use the Compare Items feature the

same way.

. As you select the check boxes, the image for each item should appear above the search results.

5 ‘ ) "-. < - - < |
Compare ltems AddtoCart Clear All

. To remove an item, uncheck the box next to the item or click the red circle next to the item image.
To remove all items, click the Clear All button below the item images.

. Once you have selected the items you want to add to your cart, click the 'Add to Cart' Button.

. You can always return to home page by clicking the green EquallLevel in the top left corner.

Equallevel |



SEARCHING FOR ITEM FROM SUPPLIER PUNCHOUT SITE (GLOBE):

1. Choose the supplier and click the globe

C?&LICK'

art materials

QQ

Click globe @ and navigate to vendor’s punchout site.

You can always return to EquallLevel Market Place by clicking the yellow bar in the upper left corner.

Click here to cancel and return without items to Pasadena 15D Marketplace

2. Search for items you would like to add to the cart.

Home /| Search Resuls for "paper” | Office Depot | Supplier Part # 727641

Office Depot® Brand Color Copy Paper, Letter Size Paper, 28 Lb, Case Of 8 Reams
$64.21 / Unknown

Qty:| 1 Addto Cart  ~

Office Depot Brand Golor Gopy Paper Letter Size Paper 28 Lb Case Of 8 Reams, Extra heavy weight for 2 sided copies with minimal show through at
Office Depot. Taking Care of Business.

Office
DEPOT

Supplier Office Depot
Supplier Part # 727641
Manufacturer OFFICE DEPOT
Manufacturer Part # 0D44125-CTN
UNSPSC 14111507

View more product details

3. Enter the quantity you would like in the Qty field.
4. Click the Add to Cart button.



SUCCESSFULLY ADDING TO CART:

1. Once you have added the items to your cart, you will see a pop-out indicating the item that was
added to your cart.

1 ltem(s) Added To Cart

Item Price Quantity Item Total
Office Depoti Brand Color Copy Paper, Letter
‘ Size Paper, 28 Lb, Case Of 8 Reams $64.21 UNK 1 $64.21

Office Depot (Supplier Part # 727641)

Subtotal: $64.21

Continue Shopping

Your cart contains 1 item(s)
Total: 564.21

2. Click on the View Cart button to view your cart.
3. Click Checkout to take you back to the PISD Market Place

EDIT CART

1. While reviewing your cart, you can update quantities, delete any unwanted items or save items to a
list:

e To update quantities, enter the new quantity and click the Update Quantities button.
e Toremove an item, click the checkbox next to the item(s) and click the Remove Selected Button.

Shopping Cart

Prices for the following itern(e) have been updated:
Shipping For Free Form Supplier  (FREIGHT)  has boan added
Click ‘Checkout' when you are ready fo contines

A lower price was found for an item:
OifficeMas: Ticonderoga Pancils,Finish Yallow, Lead Type #2, Quantity 05Padk (M513872) - 515.01 (34% less than 747185) Compars lfem  Replace lem

Free Form Supplier: [his 15 & Test Cart Message

Item

Quantity Item Total

Office Depot Brand Color Copy Paper, Letter Size Paper, 28 Lb, Case Of B Reams.

5642 2 512642
Office Depat (Supplier Part & T27641)

Ticonderoga® Woodcase Pencils, Pack Of 85

§22
ORice Depot (Supplier Par # T47185)

3ME16 ZXTZ LITHOGRAFHERS TAFE

595 I H | 554 00
Fres Form Supplier (Suppher Part 7 5 13931)
Shipping for Free Form Supplier 520 1.0
Free Form Supplier (Suppler Part £ FREIGHT)

Upsdale Cuarbiies

A Free-Form Hem

Checkout




RETURN TO CART

1. To get to the Shopping Cart from a different page, click the Shopping Cart icon located at the top
right of your screen, to the right of the Help tab.

Help Admin W@~
|

2. After creating and editing your Shopping Cart, you will be ready to Checkout.



TRANSFER A CART

1. Once you have completed your cart, you will have the option to Transfer Cart.

2. Chooseitems in cart that you would like to transfer and click Transfer Cart or you can simply transfer
entire cart

Shopping Cart

Displaying 1 - 2 of 2 results
Email ltems Export PDF Export CSV

] Item Price Quantity Item Total

O Sharpie(R) Permanent Fine-Point Markers, Black, Pack Of 36 $16.49 PH 1 $16.49
Office Depot (Supplier Part # 1390240)

rwrE-x Crayola Broad Line Markers - Assorted Colors, Set of 256 $83.99 EA 1 $83.99
[ e |
,‘r.g = E‘ Blick Art Materials LLC (Supplier Part # 21218-1109)

Copy Selected « | Remove Selected

Total: $100.48

3. The system will automatically look for lower prices within the PISD Market Place (Cart Optimization).
You have the option to replace your item with a lower cost item. If you don’t choose the lower cost
item, you will need to select a justification from the drop-down menu. Click Continue

Cart Optimization

Alternatives were found for 2 items in your cart. 1 replacement is suggested.

Current ltem Suggested ltem
Sharpie(R) Permanent Fine-Point Markers, Black, Pack Of 36 $16.49 / PH J Suggested item is in your cart Savings: 33-37%
Office Depot (1390240) Quantity: 1 2 alternatives found
[ Add Comment Compare (2)

swzz=z Crayola Broad Line Markers - Assorted Colors, Set of 256 $83.99/EA - Crayola® Broad Line Marker Classpack® $48.32 / BX

Blick Art Lateris 5110

Quantity: 1 k7% 4 Office Depot (527654) 256 per Box

Compare (3) Save 42%
(Select a justification for not purchasing the suggested itemr  «

Current Total: $100.48

Return to Cart




4. Enter Cart Name, the cart will default to sequential number if you do not change name.
5. Click Browse Users and Type the name of your secretary you would like to transfer the cart to

Transfer Cart

MName your shopping cart and then browse and select another user who will place the order. Your cart will be transferred to their account.

Cart Name*

Cart #5726

User:
@ Derek Gillard

Browse Users

Comment

Transfer Cart Cancel

6. Click Transfer Cart — Submits order to Secretary.

7. Enter any additional comments you would like to convey to Secretary.
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