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Chandler Unified School District 

Warehouse Ordering 
 

Step-by-step guide on how to use the CUSD Warehouse Catalog 

 

1. Accessing the Catalog: 

• Go to the CUSD Home Page and click on the Departments link. 

• From the Department Directory, select Warehouse.  

• Click on Warehouse Ordering.  

• Click on the Warehouse Catalog and Return Forms. You will be navigated to a new 

page.  

• From here you will find the Warehouse Catalog.  

o Bookmark this webpage so you can have direct access to the catalog 

• Log in to your account using your CUSD active directory email and password. 

 

2. Browsing the Catalog: 

• You will find a list of all available warehouse items categorized by description. 

• Use the search bar to quickly find specific items by name, category, or keyword. 

▪ Ex: pencil, art supplies, computer, etc. 

• Product can be sorted by clicking the column headers (item number, description, etc.) 

• Placing your cursor on the image will enlarge the photo. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://www.cusd80.com/Page/372
https://www.cusd80.com/site/Default.aspx?PageType=1&SiteID=1&ChannelID=18&DirectoryType=6
https://www.cusd80.com/Page/81675
https://www.cusd80.com/Page/82341
https://www.cusd80.com/Page/83732
https://cusdinternal.cusd80.com/Warehouse/Catalog
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3 .  Placing an Order:  

• Enter the quantity you would like to order on the quantity field. 

• Click the “Add” button to add each item individually to your shopping cart or use the 

“Add All” option to add all items with quantities you’ve inputted on the screen. 

• The shopping cart is available on the bottom of the page with the items added. 

 

4. Reviewing your shopping cart 

• Once you have added all desired items to your shopping cart, review the list to ensure 

that the quantities and items listed are accurate. 

• The grand total will be listed at the bottom right hand corner of the shopping cart.  

• To remove an item, click the remove button.  
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5. Exporting the Order: 

• Click the Excel button on the left hand corner of the shopping cart. 

• An Excel sheet will download. 

• Open the file and save your file in a readily accessible folder. 

• Email the file to your site Office Manager to input the order in iVisions.  

 

 

 

 

 

 

 

 

6. Adding Account Codes to File (iVisions Users) 

• Open the Excel file with the warehouse items to be ordered 

• Column E of the Excel file requires an account code to be added for each item ordered. 

The required object code for items is listed below.  The required object code will be 

listed next to each item on the warehouse catalog.  

o Supplies (Non Technology)– object 6614 

o Supplies (Technology) – object 6615 

o Furniture – object 6732 

o Technology Equipment – object 6738 

• An account code for every item will need to be added to column E, titled Account. 

• The account code must be in the format from the example below, including periods. 

There can be no spaces at the beginning or end of the code for it to import correctly.  

o Ex: 001.100.1000.6614.500.1000.565 

• Save your file in a readily accessible folder to upload into iVisions 
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7. Submitting the Order in iVisions (iVisions Users) 

• From the iVisions Home Screen, go to Warehouse > Ordering > Control Panel.  

 

 

 

 

 

 

 

 

 

 

 

• From the Warehouse Control Panel, click on the green plus sign to add a new 

warehouse requisition.  
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• Complete the required fields highlighted in yellow in the Requisition Information section. 

o For Start-Up orders, select Warehouse – Start Up from the Project drop down 

menu 

 

• Click the Notes Tab to add pertinent information to the warehouse req.  

o Ex: For Start-Up orders, add the teacher name and room number 

 

 

• Next, click the Actions on the top left hand corner and select Import from Excel from the 

drop down menu. 
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• Select the file with your order items and click the Upload button.  

 

 

 

 

 

 

 

 

 

 

 

• Check both the Submit for Approval and Close After Update boxes and then click the 

Save button. Once submitted your order will appear in the Warehouse Control Panel 

and will continue to the next step of the approval process. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For any assistance with warehouse ordering please contact Juan Grano at ext. 7227.  

For assistance with account codes, please contact the Business Office.  

mailto:grano.juan@cusd80.com

