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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.

'"q‘i’ ’ pennsylvania '
DEPARTMENT OF EDUCATION
N PI S Nonpublic Information System
Training Materials Help & Support
Login for Schools and Dioceses
User ID: 212010253

Password:

Forgot Password

New Vendor? Click here to register.

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM 10 9 PM; Sawrday 9 AM to 5 PM
For questions about Item Eligibility and Allocations send an email to ra-nppss(@pa.gov
For questions about Purchase Orders and Payments send an email to ra-act195-90@pa.gov

Privacy Palicy | Security Policy | Home | Employment Dpgortunities | Contact Us | FAQ | Site Toole

Copyrignt € 20714 Commonwealtn of Pennayivania. All rignts reserved.

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:
* 0ne 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.

pennsylvania

DEPARTMENT OF EDUCATION

N P I S MNonpublic Information System
Training Materials Help & Support

Login for Schools and Dioceses

Ueaein: 21010982

User ID:

EMail On File

Reset Password

* An eMail with instructions will be sent to the above address.

]

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AM to 5 PM
For questions about [tem Eligibility and Allocations send an email to ra-nppss@pa.gov
For questions about Purchase Orders and Payments send an email to ra-act195-90@pa.gov

Privacy Palicy | Security Folicy | Home | Employment Oppentunities | Comact Uz | FAQ | Site Toole

Copyright © 2014 Commenwealth of Pennaytvanis. All rignts reservad.

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.

Revised May 2014



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

pennsylvania William

DEPARTMENT OF EDUCATION Adams Co Christian Academy

N PI S Nonpublic Information System

Dashboard | Vendors | Items | Purchase Order | [IOGIT1g Training Materials Help & Support

The Login screen appears.

"u' pennsylvania
- DEPARTMENT OF EDUCATION

N Pl S Nonpublic Information System

Training Materials Help & Suppor

Login for Schools and Dioceses

User 1D: 212010253
Password:
Login
Forgot Password

MNew Vendor? Click here to register.

Contact PDE help desk: 7T17-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AM to 5 PM
For guestions about Item Eligibility and Allocations send an email to ra-nppss@pa.gov
For questions about Purchase Orders and Payments send an email to ra-act195-90@pa.gov

Privecy Policy | Security Policy | Home | Employment Opgortunities | Comtact Us | FAQ | Site Tocle

Copyrignt © 2014 Commenwealth of Pennayivania. Al rights reserved.
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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.

ﬁ‘ pennsylvania

DEPARTMENT OF EDUCATION

N PI S MNonpublic Information System

William
Adams Co Christian Academy

Dashboard | Yendors | Items | Purchase Order | Logout

Training Materials Help & Support
Contact Information

Name:* WILLIAM Phone:* 717-345-6899 Extn:

Email* WLAVIA@PA GOV Address: 1865 Biglerville Rd, Gettysburg, PA, 17325 - 8030

Update Password Allotment Status for Year:- 2013 - 2014

Current Password: Allotment Amount: 5$8,881.96 Date Allotted : 5/8/2014
New Password: Policy Spent Amount: $800.00

Re-enter New Password: Remaining Amount: 5$8,081.96

Note: Items requested by you in the past if Approved or Rejected by PDE will not be shown here. Go to ‘Items’ tab to search for your items.

Items Pending with PDE Items Pending with School Purchase Order Status
Item Name Action ftemn Name Action PO Status Count Action
30 player rhythm set Select my keepsake portfolio Select Incomplete 4 Select
fadeless paper rolls Select Approved 0 Select
real working cash register Select Released 3 Select
Cancelled 0 Select
Total Record(s) - 3 Total Record(s) - 1

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AMto 5 PM
For questions about Item Eligibility and Allocations send an email to ra-nppss@pa.gov
For questions about Purchase Orders and Payments send an email to ra-act195-90@pa.gov
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This Dashboard appears for a closed school.

"u' pennsylvania e

DEPARTMENT OF EDUCATION

N Pl S Nonpublic Information System

Christ Lutheran School

Dashboard | Vendors | ltems | Purchase Order | Logout

Contact Information

Name:* SUDHA Phone:* T17-314-2345 Extn:
Email:* C-SUSHARMA@PA.GOV Address: 400 Barclay Ave, Pittsburgh, PA, 15221 - 4036
Update Password

Allotment Status for Year - 2013 - 2014

Current Password: Allotment Amount:

New Password: Policy Spent Amount:

Re-enter New Password: Remaining Amount:

Mote: items requested by you in the past if Approved or Rejected by PDE will not be shown here. Go to ‘ltems’ tab to search for your items
Items Pending with PDE

Items Pending with School Purchase Order Status

No Record(s) Found No Record(s) Found

I o <choo 5 ot open for the curent veor

Privacy Palicy | Security Palicy | Home | Emgloyment Opportunities | Conteer Ue | FAQ | Site Toola

Copyrignt © 2014 Commonwehn of Penneylvenie. A1l fighte reserved
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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.

Contact Information

Name:*

Email:*

Phone*

Address:

550 Sleepy Hollow Rd, Mount Lebanon, PA, 15228 - 2645

Name
Phone
Extn
Email
Address

Text box/Required

Text box/Required
Text box/Optional
Text box/Required
Read-only field

Displays the user’s name.

Displays the user’s phone number.
Displays the user’s extension if applicable.
Displays the user’s email address.
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.

Update Password

Current Password:

New Password:

Re-enter New Password:

Policy

Current
Password

New Password
Policy

Re-enter New
Password

Text box/Required

Text box/Required
Link

Text box/Required

Type your current password in the text box.

Type the new password in the text box.

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

Type the new password in the text box.

Click the Save button to save changes to the fields.

Revised May 2014



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

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

Remaining Read-only field Displays the allotment amount remaining.
Amount

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.

e Incomplete
e Approved
e Released

e Cancelled

Revised May 2014 8



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.

"u‘ pennsylvania

e DEPARTMENT OF EDUCATION Adams Co Christian Academy

N P I S Nonpublic Information System

Dashboard | Vendors | ltems | Purchase Order | Logout Training Materials Help & Suppon
Item Screen
Search ltems
Item Name: Vendor Name:
ISBEN/Model Number: Catalog Item Number:
Item Eligibility Status: —Select— ﬂ Vendor Item Availability —Select— ﬂ
Item Type: --Select—- ﬂ No Charge ltems: O

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AM to 5 PM
For questions about Item Eligibility and Allocations send an email to ra-nppss@pa.gov
For guestions about Purchase Orders and Payments send an email to ra-act]195-90@pa.gov

Privacy Palicy | Security Poficy | Home | Employment Opporturities | Contact Us | FAD | Site Tools

Copyrignt © 2014 Commonwesitn of Pennaylvenia. All rignts reserved.

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.

Revised May 2014



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.

~_4 pennsylvania William [
gl DEPARTMENT OF EDUCATION Adams Co Christian Academy
N PI S Nonpublic Information System
Dashboard | Vendors | Items | Purchase Order | Logout Training Materials Help & Support
Item Screen
Search ltems
Item Name: Vendor Name:
ISEN/Model Number: Catalog Item Number:
Item Eligibility Status: Eligible ﬂ Vendor Item Availability: ~Select- ﬂ
ltem Type: --Select-- :] Mo Charge Items: []
o
Export Search Results to Excel
1SBN/Model Catalog ltem TR Item Ehgibility Vendor ltem
Item Nam Eligibilr Vendor N TR
= Number Number BB pare R Availabi
Status
6-""" 0000067364152 Eligible 05/02/2014 PEARSON EDUCATION INC Available Details
BIKING 9781616130022 Eligible 05/02/2014 ABDO PUBLISHING Available Details
END OF YEAR BENCHMARK = . :
,, 673641589 Eligible 05/02/2014 PEARSON EDUCATION INC Available Details
e s EDUCATORS PUBLISHING SERVICE 3 :
T 000000002256W1 | Eligible 05/02/2014 LITERACY AND INTERVENTION Available Details
s = EDUCATORS PUBLISHING SERVICE - :
D 000000002258W1 | Eligible 05/02/2014 LITERACY AND INTERVENTION Available Details N

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.

Revised May 2014



To view item details, click the Details link to the right of an item. The Item Details screen appears.

"fu" pennsylvania

DEPARTMENT OF EDUCATION

Item Details

Vendor Name:*

ISEN/Model Number:

Web Address Of The ltem:*

Purpose of the Item:*

Item Eligibility Status:* Eligible

N PI S MNonpublic Information System -

Dashboard | Vendors | Items | Purchase Order | Logout

Item Mame:* BIKING
ABDO PUBLISHING
Item Type:* Textbook

9781616130022

William

Adams Co Christian Academy

Training Materials Help & Support

* - Indicates mandatory fields ° Back

No Charge ltem: O
Catalog ltem Number:

Vendor ltem Availability:* Available ﬂ

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AM to 5 PM
For guestions about [tem Eligibility and Allecations send an email to ra-nppss@pa.gov
For questions about Purchase Orders and Payments send an email to ra-act195-90@pa.gov

Item Name

Vendor Name

Item Type

No Charge Item
ISBN/Model Number
Catalog Item Number
Item Eligibility Status

Vendor Item Availability

Web Address of the Item
Purpose of the Item

Revised May 2014

Privecy Policy | Security Policy | Home | Empioyment Opportunities | Comect Us | FAQ | Site Toola

Read only The item name.

Read only The vendor name.

Read only Textbook, Electronics, Material, eBook.

Read only Check indicates the item is no charge.

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

Read only The catalog item number.

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

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

Link Click the link to see the item on the webpage.

Read only Description of the item’s purpose.

11



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.

"u' pennsylvania

DEPARTMENT OF EDUCATION

Nonpublic Information System

Dashboard | Vendors | Items | Purchase Order | Logout

Item Details

Item Name:*
Vendor Name:*

Item Type:*
ISBN/Model Number

Web Address Of The [tem:*

Purpose of the ltem:*

Comments To Date:

New Comment:

—Select--

HTTP://

William

Adams Co Christian Academy

Training Materials Help & Support

* - Indicates mandatory fields

No Charge ltem: O

Catalog Item Number:

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AM to 5 PM
For questions about Item Eligibility and Allocations send an email to ra-nppss@pa.gov
For guestions about Purchase Orders and Payments send an email to ra-act195-90(@pa.gov

Item Name
Vendor Name
Item Type

No Charge Item
ISBN/Model Number
Catalog Item Number
Web Address of the Item

Purpose of the Item
Comments to Date
New Comment
Save

Privecy Policy | Security Policy | Home | Employment Opporunities | Contscr Us | FAQ | Stz Tools

Copyright © 2014 Commonwestth of Penneylvenia. All ights reserved

Text/Required
Text/Required

Drop-down
list/Required

Check-box
Text

Text
Text/Required

Text/Required
Read only
Text

Button

Type the item name.
Type the vendor name.

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

Check if the item is no charge.
Type the ISBN (for books), or the model number.
Type the catalog item number if the item type is “Material.”

Type or copy the web address for the item(be sure to include the
HTTP://).

Type a description of the item’s purpose.
Displays comments.

Type comments.

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:

e Eligible: The item is approved, and it can be included on a purchase order.

Revised May 2014
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e Not Eligible: The item is rejected and it cannot be included on a purchase order.

e 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.

Revised May 2014
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Vendors
School users can search for vendors.
Search for a VVendor

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

"u' pennsylvania witiam [

DEPARTMENT OF EDUCATION Adams Co Christian Academy

N PI S MNonpublic Information System

Dashboard | Vendors | Items | Purchase Order | Logout Training Materials Help & Support

Vendor Screen

Search Vendors
Vendor Name: Federal ID:
Vendor Status: —Select- ﬂ Vendor City:

Vendor not found?

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AM to 5 PM
For questions about Item Eligibility and Allocations send an email to ra-nppss{@pa.gov
For guestions about Purchase Orders and Payments send an email to ra-act195-90@pa.gov

Privecy Policy | Security Policy | Home | Employment Opportunities | Contect Us | FAQ | Site Toola

Copyrignt © 2014 Cammanweslth of Pennaylvenia. All fights reserved

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.

Revised May 2014
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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.
x I

Ask your vendor to register by going to:
http.//npistest.ed.pa.lcl/
Va

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.

ey = ) .
~_4 pennsylvania William
agll DEPARTMENT OF EDUCATION Adams Co Chnistian Academy
N PI S Nonpublic Information System
Dashboard | Vendors | ltems | Purchase Order | Logout Training Materials Help & Support
Vendor Screen
Search Vendors
Vendor Name: Federal ID-
Vendor Status Open ﬂ Vendor City:
Name Address Status Action
1-WORLD GLOBES & MAPS LLC 1605 S JACKSON ST, SEATTLE, WA, USA, 98144 Qpen Select
A&D MUSIC DISTRIBUTORS 3305-B TAYLOR RD, CHESAPEAKE, VA, USA, 23321 Open Select
AW. PELLER & ASSOCIATES, INC. 785 FRANKLIN AVE #377, FRANKLIN LAKES, NJ, USA, 07417 QOpen Select
AARDVARK COMPUTERS INC 437 ENORTH ST, CARLISLE, PA, USA, 17013 Open select
ABC'S BOOK SUPPLY, INC. P.0. BOX 832014, MIAMI, FL, USA, 33283 -2914 Open Select
ABDO PUBLISHING PO BOX 39166, MINNEAPOLIS, MN, USA, 55439 Open Select b
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.

Revised May 2014 15



When you click Select, the Vendor Details screen appears, displaying vendor details for the vendor you
selected.

pennsylvania wiliam [

DEPARTMENT OF EDUCATION Adams Co Chrisian Academy

N PI S Nonpublic Information System

Dashboard | Vendors | Items | Purchase Order | Logout

Training Matenials Help & Support
* - Indicates mandatory fields o Back

Vendor Details

Vendor Name:* 1-WORLD GLOBES & MAPS LLC

Vendor Mailing Address

Streetr* 1605 S JACKSON ST

City:* SEATTLE

Country:* USA ﬂ

State:* WA-Washington ﬂ

Zip Code:* 08144
Vendor Status:* Open ﬂ Status Date: 05/02/2014
Vendor Number: 5559

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM 10 9 PM; Saturday 9 AM 10 5 PM
For questions about Item Eligibility and Allocations send an email to ra-nppss(@pa.gov
For questions about Purchase Orders and Payments send an email 1o ra-act195-90@pa.gov

Privacy Policy | Security Policy | Home | Employment Opportunitiea | Contact Us | FAQ | Site Toole

Copyright € 2014 Commenweslth of Pennayivania. Al rigna reserved. N
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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.

"g" pennsylvania

N Pl S MNonpublic Information System

William

DEPARTMENT OF EDUCATION Adams Co Christian Academy

PEELETGRREN T ER NI L EY] Purchase Order | [T Training Materials Help & Support
Purchase Order - ACT 195/ ACT 90/ ACT 35

Search Purchase Order

Purchase Order Number: Vendor Name:

School Year: 2014-2015 ﬂ PO Status: —Select—- ﬂ
Order Date From: Order Date To:

Shipments Received by School: O

B Croate Prchase o

Contact PDE help desk: 717-506-2317 or 888-498-8129; Monday through Friday 7 AM to 9 PM; Saturday 9 AM to 5 PM
For guestions about Item Eligibility and Allocations send an email to ra-nppss@pa.gov
For questions about Purchase Orders and Payments send an email to ra-act195-90@pa.gov

Privacy Policy | Security Policy | Home | Employment Opportunitiea | Contact Us | FAQ | Site Tools

Copyright © 2014 Commenwealth of Pennayivania. All rights reservec.

http://npistest.ed.pa.lcl/Screens/School/PurchaseOrder L

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 Checkbox Shipments that have been received by the school
School
Search Button Click to search.

Revised May 2014
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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.

"u" pennsylvania Wiliam

DEPARTMENT OF EDUCATION Adams Co Christian Academy

N P I S Nonpublic Information System

Dashboard | Vendors | Items | Purchase Order | Logout Training Materials Help & Support
Purchase Order - ACT 195 / ACT 90 / ACT 35

Search Purchase Order

Purchase Order Number: Vendor Name:

School Year: 20132014 [+ PO Status: _Select— [=]
Order Date From: Order Date To-

Shipments Received by School: =

=3
Purchase Order # |Vendor Name Submitted Date | Released Date | Purchase Order Status Purchase Order Amount | Action
P0O1403319126 DELL MRKTG LP/DELL -ATTN S KELCH Incomplete $5,000.00 | Select
PO1403313784 A BEKA BOOK 03/31/2014 Approved $2,000.00 | Select
PO1403208181 A BEKA BOOK 03/20/2014 03/20/2014 Fully Paid $5,000.00 | Select
P0O1403214839 A BEKA BOOK 03/21/2014 03/21/2014 Pending Dispute $1,000.00 | Select
PO1403217369 A BEKA BOOK 03/21/2014 03/21/2014 Partially Paid $900.00 | Select
P01403314479 CERTIFICATION PARTNERS LLC 03/31/2014 03/31/2014 Released $2,000.00 | Select
P01403314788 ADAMS BOOK CO INC 03/31/2014 03/31/2014 Released $2,000.00 | Select
P01403311785 A BEKA BOOK 03/31/2014 03/31/2014 Released $1,000.00 | Select
P01403319397 A BEKA BOOK 03/31/2014 03/31/2014 Released $1,500.00 | Select
P01403313260 A BEKA BOOK 03/31/2014 03/31/2014 Released $700.00 | Select
12

Total Record(s) - 14

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.

'M' pennsylvania William

DEPAATMENT OF EDUCATION Adams Co Christian Academy

N P I S Nonpublic Information System

Dashboard | Vendors | [tems | Purchase Order | Logout

Training Materials Help & Support
* - Indicates mandatory fielde o Back
* Moter Plesss 00 not uge the browssr DECK DUtton, that w |3i-; N you out.
Purchase Order for School Year - 2014-2015 &nd PO Number - PO140521 6906
School Mame and Address: Adams Co Christisn Academy
Location Address: 1865 Biglerville Rd, Gettysburg, PA, 17325 - 8030
Delivery Address [] Same as location address

1865 BIGLERVILLERD = ADDRESS LINE 2 GETTYSBURG i Pﬁ.ﬂ‘ 17325-8030 |

vendor: HOUGHTON MIFFLIN HARCOURT Wendor not found?
Address: 222 BERKELEY STREET, BOSTON, kA, USA, 02116

Vendor Phone Number: BO0-225-5425

Quote Details

Quiote Number:* 100

: ik LOTE AMOUNT: (ne <Hipein:

{Quote Expiraticn Date:* 06/30/2014 Q IR : $100.00

Attach Quote or provide the Quote URLT
- Attach Quote: Wiew Quote Quote URL: HTTP//ABC.COM

Item Type | ISEN/Model Number | fem Number | Item Description aty| unit Type unit Price Total
Textbook |97878061854719 BRIET CALCULUS 7TH EDITION LARSON ANMD EDWARDS 1 Each $100.00] $100.00
sub Total Price | $100.00
Total Record(s) - 1
‘Order Summary
Est. Shipping:* 50.00 Order Total: 5100.00
Available Balance: 4$8,081.96 Remaining Amount: N/A
Primary Email: WLAVIA@DPA GOV
Ccomments: -
W
Shipment Received: ' ¥es, | certify that this shipment was received in full. Marked Yes' on: 05/21,/2014

e

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:
e Incomplete
e Approved

e Pending Diocese Approval.

Revised May 2014
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Create a Purchase Order
1. Click Purchase Order. The Purchase Order — ACT 195/ ACT 90 /ACT 35 screen appears.

"u‘ pennsylvania wilkar
e Adams Co Christian Academy

DEPAATMENT OF EDUCATION

N P I S Nenpublic Information System

Dashboard | Vendors | items | [alieitoa g =) Training Materials Help & Support
Purchase Order- ACT 195/ ACT 90/ ACT 35

Search Purchaze Drder

Purchase Order Number: wvendor Name:

School Year: 20142015 ﬂ PO Status: ~Select- ﬂ
order Date From: Order Date To:

shipments Received by School: O

Contact PDE nelp deaic 717-506-2317 or 388-498-8120; Monoey through Friday 7 AM to 8 PM; Seturday 9 AM 1o 5 PM
For questione sbout em Eligibility end Allocations zend an emeil to ra-nppza@pa.gov
For guestions about Purchase Ordera and Paymentz g2nd &n emasil to re-act195-00@pa.gov

Privacy Folcy | Security Policy | Home | Employment Opportunities | Contact s || Fan | Site Toals

http://npistest.ed.pa.lcl/Screens/School/PurchaseOrder ]‘“ e e (et

Revised May 2014



2. Click the Create Purchase Order button. The Purchase Order for School Year screen appears.

Y- g pennsylvania

DEPARTMENT OF EDUCATION

N PI S Nonpublic Information System

Dashboard | Vendors| items | Purchase Order | Logout

* Mote: Pleges oo not uge the broweer beck button, that will sign you out

Purchase Order for School Year - 2014-2015 and PO Number -

School Name and Address: Adams Cao Christian Academy
Location Address: 1865 Biglerville Ad, Gettysburg, PA, 17325 - 8030

Delivery Address [] Same as location address

William

Adams Co Christian Academy

Training Materials Help & Support

wendor:

Address:
wendor Phone Number:

Cuote Details

Quote Number:*

Quote Expiration Date:*

Attach Quote or provide the Quote URL®

Attach Quaote:

Add mem to Cart

putton in fteme

* - Your order ig not complete until you click on

ftems In Cart

Order Summary
Est. Shipping:*

* Prowide 4 aigita of ISBN/Model numoer to add an item

Available Balance: $3.081.96

Primary Emsil: WLAVIAG

*If an ftem iz not evailenle in the catslog, you must request Department of Educetion spprove

: e . unit
Item Type ISEN/Model No. Item/Catalog No. Book Title/ Description ayy” unitTyper ... TotEl

Suimit Order’ bution

Browse... Quate URL:

of the item before praceeding with the creation of the PO. Click on 'Reguest Naw [tem’

" iatocan || o |

vendor not found?

Quote AMOUNT:iine shipping

wnoUnt shald be 515%

Order Total:

Remaining Amount:

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

Purchase Order for School Year

Delivery Address Same checkbox
as location address

Address fields Textbox
Vendor Text box
Vendor not found? Link

Revised May 2014

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

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.

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.

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
Quote Expiration Date
Quote Amount

Attach Quote or provide
the Quote URL

Attach Quote

Upload Quote
Quote URL
Save Quote

Add Item to Cart

Item Type

ISBN/Model Number

Item/Catalog Number

Book Title/Description

Qty
Unit Type

Unit Price
Total

Add to Cart
Clear

Order Summary

Est. Shipping
Order Total
Available Balance

Remaining Amount
Primary Email
Submit Purchase Order

Revised May 2014

Text box/Required
Text box/Required
Text/Required
Label

Browse
Button/Required

Button
Text box/Required
Button

Drop-down/auto-
filled

Drop-down/auto-
filled

Drop-down/auto-
filled

Auto-filled
Text/Required

Drop-
down/Required

Text/Required
Dynamic field
Button
Button

Text/Required
Auto-filled
Auto-filled

Auto-filled
Text
Button

Type the quote number.
Type the date the quote expires.
Type the amount of the quote.

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.

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

Click to upload a quote.
Type the URL with the quote.
Click the button to save the quote.

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

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.

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

Will auto-fill based on the ISBN/Mode/ltem/Catalog number
Type the quantity.
Select the unit type from the drop-down list.

Type the unit price.

The total appears in the box.

Click the button to add the item to the cart.
Click the button to clear the fields.

Type the estimated shipping amount.
The order total, including shipping amount is pre-filled.

The remaining allotment amount before the current purchase
order.

The allotment amount after the current purchase order.
Displays the main email address for the school.

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