
 
 

 
 
 
 
 
 
 
 
 
 
 

Non-Public Information System  
(NPIS) User Guide 

 
For School Users 

 
May 2014 

 
 
 
 
 
 
 
 
 

 
 

COMMONWEALTH OF PENNSYLVANIA 
DEPARTMENT OF EDUCATION 

333 Market Street 
Harrisburg, PA 17126-0333 
www.education.state.pa.us 

 



 
 

 
 
 

Commonwealth of Pennsylvania 
Tom Corbett, Governor 

 
Department of Education 

Carolyn C. Dumaresq, Ed.D., Acting Secretary 
 

Office of Elementary and Secondary Education 
Rita Perez, Acting Deputy Secretary 

 
Bureau of Teaching and Learning 

John Weiss, Acting Director 
 

Division of Planning 
Robert F. Staver, Chief 

 
The Pennsylvania Department of Education (PDE) does not discriminate in its educational programs, activities, or 
employment practices, based on race, color, national origin, sex, sexual orientation, disability, age, religion, 
ancestry, union membership, or any other legally protected category. Announcement of this policy is in accordance 
with State Law including the Pennsylvania Human Relations Act and with Federal law, including Title VI and Title 
VII of the Civil Rights Act of 1964, Title IX of the Education Amendments of 1972, Section 504 of the 
Rehabilitation Act of 1973, the Age Discrimination in Employment Act of 1967, and the Americans with 
Disabilities Act of 1990.  
 
The following persons have been designated to handle inquiries regarding the Pennsylvania Department of 
Education’s nondiscrimination policies: 
  
For Inquiries Concerning Nondiscrimination in Employment: 
Pennsylvania Department of Education 
Equal Employment Opportunity Representative 
Bureau of Human Resources 
333 Market Street, 11th Floor 
Harrisburg, PA 17126-0333 
Voice Telephone: (717) 787-4417 
Fax: (717) 783-9348 
Text Telephone TTY: (717) 783-8445 
 
For Inquiries Concerning Nondiscrimination in All Other Pennsylvania Department of Education Programs 
and Activities: 
Pennsylvania Department of Education 
School Services Unit Director 
333 Market Street, 5th Floor 
Harrisburg, PA 17126-0333 
Voice Telephone: (717) 783-3750 
Fax: (717) 783-6802 
Text Telephone TTY: (717) 783-8445 
 
If you have any questions about this publication or for additional copies, contact: 
 
Pennsylvania Department of Education    Voice: (717) 787-8913 
Bureau/Office of Teaching and Learning   Fax: (717) 214-4389 
333 Market Street, 5th Floor     TTY: (717) 793-8445 
Harrisburg, PA 17126-0333   www.education.state.pa.us  
        
 
All Media Requests/Inquiries: Contact the Office of Press & Communications at (717) 783-9802 



 
 

Table of Contents 

	
Introduction ................................................................................................................................................... 1 

About School Users ...................................................................................................................................... 1 

Logging in to the System .............................................................................................................................. 2 

Retrieve Forgotten Password ...................................................................................................... 3 
Logout ......................................................................................................................................... 4 

The School User’s Dashboard....................................................................................................................... 5 

Items .............................................................................................................................................................. 9 

Search for an Item ....................................................................................................................... 9 
Request Item Pre-approval ........................................................................................................ 12 

Vendors ....................................................................................................................................................... 14 

Search for a Vendor .................................................................................................................. 14 

Purchase Orders .......................................................................................................................................... 17 

Search for a Purchase Order ..................................................................................................... 17 
Create a Purchase Order ............................................................................................................ 20 

 



 

Revised May 2014 1 

Introduction 

Welcome to the Non-Public Information System (NPIS), Pennsylvania Department of Education’s online 
system for ordering instructional materials. The new NPIS is a web-based application designed to make the 
purchasing of textbooks, eBooks, electronics, and instruction materials for non-public schools, vendor 
notification, and payment processing more efficient. 

About School Users 

NPIS is a secured internet system. When a new account is created for you, only information for your school is 
available. 

When the NPIS program is rolled out, every school will receive a User ID, a PIN, and the NPIS URL, and will 
be prompted to register online.  

You can maintain your own personal information, personalize your settings, and manage your password. 
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Logging in to the System 

After you receive your NPIS User ID and PIN, follow the instructions below to log in to the system.  

To start your NPIS session: 

After you have received your User ID and PIN, go to the NPIS website at the address you received: 

1. The NPIS Login screen appears. 

 

2. Complete the fields then click the Login button. 

User ID Text / Required Type your unique user login. For schools and dioceses, this will be the 
AUN#.  

Password Text / Required The first time you log in, you will type the PIN in the Password field. 
You will be prompted to create a password. 
Type your password.  
Passwords must have a minimum eight characters, and:  
• one or more uppercase characters 
• one or more lowercase characters 
• one or more numeric values 
• one or more special characters letters 
• one or more special characters 
Note that passwords are case-sensitive. The first time you log in, and at 
the beginning of each school year, will be prompted to change your 
password. 

3. Click Login. The NPIS Dashboard will appear. 
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Retrieve Forgotten Password 

If you forget your NPIS password, you can receive a new temporary password by email. 

1. Type your User ID. 

2. Click Forgot Password. 

 

3. When the popup appears, enter your User ID and email address in the fields, then click Reset Password. 

 

4. Check your email for your new temporary password and instructions on how to log in. 

After you have logged in, a pop-up box will appear for you to type in your new password and confirm your              
new password. 
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Logout 

Click Logout on the menu bar to log out of NPIS. 

 

The Login screen appears. 
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The School User’s Dashboard 

After you log in to NPIS, this Dashboard appears for an open school. The first time you log in, the 
dashboard will display only the school address.  
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This Dashboard appears for a closed school. 
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After you log in for the first time, enter the contact information in the text boxes in the Contact 
Information section.  

 
 
Name 

Text box/Required Displays the user’s name. 

Phone Text box/Required Displays the user’s phone number. 

Extn Text box/Optional Displays the user’s extension if applicable. 

Email Text box/Required Displays the user’s email address. 

Address Read-only field Displays the user’s address. 

You can update this information at any time. The contact name you entered will appear in the upper right 
corner of every screen above the school name.  

Update Password 

You can change your password using the text boxes in the Update Password section. 

 
Current 
Password 

Text box/Required Type your current password in the text box. 

New Password Text box/Required Type the new password in the text box. 

Policy Link Click to see the following guidelines for creating a password: 
• Length must be greater than or equal to 8 
• Must contain one or more uppercase characters 
• Must contain one or more lowercase characters 
• Must contain one or more numeric values 
• Must contain one or more special characters 

Re-enter New 
Password 

Text box/Required Type the new password in the text box. 

Click the Save button to save changes to the fields. 
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Allotment Status 

If you log in before the budget has been passed, the tentative allotment for the current year appears. When 
the budget is passed, the final allotment amount will appear. 

Allotment 
Amount 

Read-only field Displays the allotment amount for the current year. 

Spent Amount Read-only field Displays the allotment amount spent. 

Remaining 
Amount 

Read-only field Displays the allotment amount remaining. 

Items Pending with PDE 

Items that are waiting for approval from PDE appear by name. Click Select to open the Item Details screen.  

Items Pending with School 

Items that the school has requested for approval and that PDE requires a clarification on by the school 
before they can be approved. Click Select to open the Item Details screen.  

Purchase Order Status 

Purchase order status and counts appear, with links to the Purchase Order - ACT 195 / ACT 90 / ACT 35 
screen. 

 Incomplete 

 Approved 

 Released 

 Cancelled 
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Items 

School users can search for items and request item pre-approval. 

Search for an Item 

To search for a catalog item, click the Items tab. The Item screen appears. You can search for an item using 
any of the available fields. 

 

When you are searching in NPIS, you can type a full name, the first few letters of the name, or the % sign 
followed by the last few characters of the name, for instance, “%School.” 
 

Item Name Text  Type the item name. 

Vendor Name Text  Type the vendor name. 

ISBN/Model Number Text Type the ISBN (for books), or the model number. 

Catalog Item Number Text Type the catalog item number. 

Item Eligibility Status Drop-down list Choose one from the list: Eligible, Not Eligible, Pending School, 
and Pending PDE. 

Vendor Item Availability Drop-down list Choose one from the list: Available, Out of Stock, Obsolete, and 
Not Eligible. 

Item Type Drop-down list Choose one from the list: Textbook, Electronics, Material, 
eBook. 

No Charge Items Checkbox Click to select no charge items. 

Search Button Click to search. 

Clear Button Click to clear the fields. 

Request New Item Button Click to open the Request Item Pre-Approval screen. 
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When you click the Search button, a list of the items appears in a grid at the bottom of the screen. Click a 
header to sort items. 

 

 

Item Name Read-only Text The name of the item. 

ISBN/Model Number Text The ISBN (for books), or the model number. 

Catalog Item Number Read-only Text The catalog item number. 

Item Eligibility Status Text Item eligibility status: Eligible, Not Eligible, Pending School, 
Pending PDE. 

Item Eligibility Date Text Date the item’s eligibility was determined. 

Vendor Name Read-only Text  The vendor name. 

Vendor Item Availability Read-only Text Values: Available, Out of Stock, Obsolete, Not Eligible. 

Detail Link Link Click to see the item details in the Item Details screen. 

If no available items correspond to your search criteria, a No Records Found message appears. 

If you click the Search button without typing the search criteria in the fields, an error message appears. 
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To view item details, click the Details link to the right of an item. The Item Details screen appears. 

 

 

Item Name Read only The item name. 

Vendor Name Read only The vendor name. 

Item Type Read only Textbook, Electronics, Material, eBook. 

No Charge Item Read only Check indicates the item is no charge. 

ISBN/Model Number Read only The ISBN (for books), or the model number. 

Catalog Item Number Read only The catalog item number. 

Item Eligibility Status Read only Item eligibility status: Eligible, Not Eligible, Pending School, 
Pending PDE. 

Vendor Item Availability Read only Item availability from the vendor: Available, Out of Stock, 
Obsolete, and Not Eligible. 

Web Address of the Item Link Click the link to see the item on the webpage. 

Purpose of the Item  Read only Description of the item’s purpose. 
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Request Item Pre-approval 

Your school can request an item that is not available at any time during the school year. When you click the 
Request New Item on the Item screen, the Item Details screen appears. Fill in the required fields. 

 
Item Name Text/Required  Type the item name. 

Vendor Name Text/Required  Type the vendor name. 

Item Type Drop-down 
list/Required 

Choose one from the list: Textbook, Electronics, Material, 
eBook. 

No Charge Item Check-box Check if the item is no charge. 

ISBN/Model Number Text Type the ISBN (for books), or the model number. 

Catalog Item Number Text Type the catalog item number if the item type is “Material.” 

Web Address of the Item Text/Required Type or copy the web address for the item(be sure to include the 
HTTP://). 

Purpose of the Item  Text/Required Type a description of the item’s purpose. 

Comments to Date Read only Displays comments. 

New Comment Text Type comments. 

Save Button Click to save the request.  

When you click Save, item status is Pending PDE. PDE will review the item and the status will change to one 
of the following: 

 Eligible:  The item is approved, and it can be included on a purchase order. 
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 Not Eligible: The item is rejected and it cannot be included on a purchase order.  

 Pending School:  PDE requests more information about the item in the Comments section of the Item 
Details Screen. You will then provide the requested information and save, changing the item status to 
Pending PDE. 
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Vendors 

School users can search for vendors. 

Search for a Vendor  

To search for a vendor, click Vendors and the Vendor Screen appears. 

 

Search for a Vendor using any of the fields. 

When you are searching in NPIS, you can type a full name, the first few letters of the name, or the % sign 
followed by the last few characters of the name, for instance, “%School. 

 

Vendor Name Text Type the vendor name. 

Federal ID Text Type the vendor’s federal identification number. 

Vendor Status Drop-down list Select the vendor’s status: Open, Closed, Pending Approval. 

Vendor City Text Type the vendor’s city. 

Search Button Click to search. 

Clear Button Click to clear the fields. 

Vendor not found? Link Click to access the web address a vendor uses to fill out the new 
vendor registration form. 
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When you click the Search button, a list of the vendors that meet the search criteria appears in a grid at the 
bottom of the screen. To see additional pages, click a page number at the bottom of the page or click the double 
arrow (>>) to see the last page. 

If you want to use a vendor that is not listed, click the Vendor not found? link at the bottom left of the page. 
The following message appears. Send the vendor the link so that he/she can apply for PDE approval. 

 

After PDE has reviewed the vendor application the vendor will appear in the list on the Vendor Screen. If the 
vendor is approved, the status will be Open. If the vendor is not approved, the status will be Closed. 

 

 

Name Text The vendor’s name. 

Address Text The vendor’s address. 

Status Test The vendor’s current status. 

Action/Select Link Click Select to see the vendor details in the Vendor Details 
screen. 
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When you click Select, the Vendor Details screen appears, displaying vendor details for the vendor you 
selected. 
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Purchase Orders 

School uses can search for and create purchase orders. 

Search for a Purchase Order 

To search for a purchase order, click Purchase Order, and the Purchase Order ACT 195/ ACT 90/ ACT 35 
screen appears. You can search by school year, and any combination of school year and other criteria. 

 

 

Purchase Order Number Text Type the purchase order number. 

Vendor Name Text Type the vendor name. 

School Year Drop-down list Select the school year from the list. 

PO Status Drop-down list Select the purchase order status from the list: 
Incomplete 
Pending Diocese Approval 
Approved 
Released 
Cancelled 
Disputed 
Partially Paid 
Fully Paid 
Pending Dispute 

Order Date From Text Type or select the date from the calendar. 

Order Date To Text Type or select the date from the calendar. 

Shipments Received by 
School 

Checkbox Shipments that have been received by the school 

Search Button Click to search. 
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Clear Button Click to clear the fields. 

Create Purchase Order Button Click to create a purchase order. 

When you click the Search button, a list of the purchase orders appears in a grid at the bottom of the screen. 

Click a header to sort items by that criteria. 

 

 

Purchase Order Number Text The purchase order number. 

Vendor Name Text The vendor name. 

Submitted Date Text The date the purchase order was submitted. 

Released Date Text The date the purchase order was released. 

Purchase Order Status Text The purchase order Status. 

Purchase Order Amount Text The purchase order amount. 

Action/Select Link Click Select to see the purchase order details. 
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When you click Select, the Purchase Order screen appears, with details about the purchase order you 
selected. The fields are read-only. 

 

Click the Print Order button to print a copy of the purchase order. 

Click the Save Comments button to save comments you enter in the Comments field. 

The Cancel Order button appears if the order status allows the order to be canceled. Purchase orders with 
the following statuses can be canceled: 

 Incomplete 

 Approved 

 Pending Diocese Approval. 
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Create a Purchase Order 

1. Click Purchase Order. The Purchase Order – ACT 195 / ACT 90 /ACT 35 screen appears. 
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2. Click the Create Purchase Order button. The Purchase Order for School Year screen appears. 

 

Enter the required information in the fields, and click the Save button when it appears. 

Purchase Order for School Year 

Delivery Address Same 
as location address 

checkbox Click if the delivery address is the same as the location address.  

Address fields Textbox The location address appears if the Delivery Address Same as 
location address is checked. If the delivery address is not the 
same, enter the address information in the fields. 

Vendor Text box Type the vendor’s name, if needed. If the vendor is in the 
system, the name will appear in a drop-down. Click the name 
and the remaining vendor information will appear on the screen. 

Vendor not found? Link Click to access the web address a vendor uses to fill out the new 
vendor registration form. 
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Quote Details 

Quote Number Text box/Required Type the quote number. 

Quote Expiration Date Text box/Required Type the date the quote expires. 

Quote Amount Text/Required Type the amount of the quote.  

Attach Quote or provide 
the Quote URL 

Label This label means that you can attach a file containing a quote, or 
you can upload a url with an on-line quote. Either is acceptable. 

Attach Quote  Browse 
Button/Required 

Click the Browse button to attach the file containing the quote. 

Upload Quote Button Click to upload a quote. 

Quote URL Text box/Required Type the URL with the quote. 

Save Quote Button Click the button to save the quote. 

Add Item to Cart 

Item Type Drop-down/auto-
filled 

The item type will auto-fill when ISBN/Model number or 
Item/Catalog number is selected. 

ISBN/Model Number Drop-down/auto-
filled 

Type the ISBN (for books), or the model number. A dropdown 
list with numbers will appear as you start typing. Choose a 
number from the dropdown list. 

Item/Catalog Number Drop-down/auto-
filled 

Type the catalog item number.. A dropdown list with numbers 
will appear as you start typing. Choose a number from the 
dropdown list. 

Book Title/Description Auto-filled Will auto-fill based on the ISBN/Mode/Item/Catalog number 

Qty Text/Required Type the quantity. 

Unit Type Drop-
down/Required 

Select the unit type from the drop-down list. 

Unit Price Text/Required Type the unit price. 

Total Dynamic field The total appears in the box. 

Add to Cart Button Click the button to add the item to the cart. 

Clear Button Click the button to clear the fields. 

Order Summary 

Est. Shipping Text/Required Type the estimated shipping amount. 

Order Total Auto-filled The order total, including shipping amount is pre-filled. 

Available Balance Auto-filled The remaining allotment amount before the current purchase 
order. 

Remaining Amount Auto-filled The allotment amount after the current purchase order. 

Primary Email Text Displays the main email address for the school. 

Submit Purchase Order Button Click to submit the purchase order. Button appears after at least 
one item is added to the cart.. 

 


