CcPS @WD
MARKETPLACE

Ordering & Checkout
Instructions

Go to www.CatholicPurchasing.org

and click CPS MARKETPLACE. J

Log in with your Username
and Password.

Once your log in is confirmed,
select the desired supplier website.
In this example we’ll shop at
School Specialty.


https://www.catholicpurchasing.org/

School
Vi 3pecaly.

By: Hammeni
Hammermill Copy Paper, 8-1/2 x 11 Inches, 20 lb, Gold,
500 Sheets

tem #: 1060757

UistPrice: $2219
Your Price: $9.95
You Save: 55%

Quantty [ X - Next Day Delvery
ADDTO CART
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Next Step

Hammeril iU Copy Paper, 8-1/2 x 1 Inches, 20

b, Gold, 500 Sheets

SAVE CART

caTHOLIC
BURCHASING

Successiuty imported 2 tarfs)
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You will be redirected to our partner
website (School Specialty).

Shop for products and add to cart.

When finished shopping, click on
GO TO CART.

Your Order Summary Displays.

Make any changes or additions,
then select TRANSFER.

This will transmit your PO from School
Specialty to CPS ensuring you receive
our negotiated contract pricing.

Other suppliers sites might use a
different term at this point
(Checkout/Punchout).

One last chance to review your order.

Select Checkout button.

If your Institution has multiple
shipping addresses, click “Browse”
to select the correct address.

The PO Number field is required. If your
institution doesn’t supply you with one,
use your last name and date.

Once Shipping & PO Number are
complete, select Place Order.

Orders are placed on account and you
will be billed by CPS once items have
shipped.



