
How to order on the Schoolbox.com
Instructions for Users

Please follow these instructions for placing your online supply orders.



Go to www.schoolbox.com to begin your shopping experience.

Step 1: Click on <My Account> to login



Step 2: Enter Your e-mail address and password as assigned by your account manager. Click <Sign In>.

Step 3: Find products through search field, category, or if you have the item numbers for the products you
would like to order, just click on <Quick Order Form> to fill out the form.

<--- Enter item numbers directly into Quick Order Form

<--- Search By Category



Click on an item to view more detailed product information and/or add the item to your cart.

You may change the quantity of the item if you would like more than one. When desired quantity is entered 
simply click <Add to Cart> to add the item(s) to your shopping cart.

Once the item has been added to your cart, you will be taken to the following screen. If you want to add 
more items to your cart you may click <Continue Shopping>. If you are finished shopping click
<Checkout> to complete your order.



Step 4: Checkout. The detailed checkout screen has several fields that need to be filled to ensure that your
order is charged  and shipped correctly. This screen is where you select method of payment. It also allows for 
any special instructions that you may want to include with your order. Please see the highlighted fields below.



Step 5: Select Payment Type. If you selected the <Use This Credit Card Info>, you will be given the following
information to fill out as well as the option to save your credit card information for future purchases. If using
this payment option you will be given the opportunity to review your order on the next screen

or
If you selected the <Use Billing On File>, you will be taken to the following screen. Verify that the information 
we have on file is correct and up-to-date and review your order at this time.



Step 6: Review your order. The following screen allows you to review your order, making sure that the items 
you selected are correct and that the payment information you have entered is correct. Should you need to 
make any changes, simply click <Edit> in either the (I) Shipping Information, (II) Your Purchase, or
(III) Payment Information sections to make necessary changes. When you have finished checking all of your 
information, click <Place Order> to submit your order.



Step 7: Confirmation of Order. This screen serves as confirmation of your order and will also allow you to print 
a copy of your order. You should write down the order number for reference if you should call our Customer 
Service department so they can pull up a copy of your order to assist you.  You will also receive an order
confirmation via e-mail. You may also click <Return to Schoolbox> to return to our homepage.

Your order has now been placed! Congratulations!!

Please contact our Customer Service Department with any questions.
We are available Monday - Friday, 8am - 5pm EST.
Telephone: 770-919-2232 ext. 2   •  Toll Free:      800-257-7224 ext. 2


