
 

 

 

 

SPRING ONE-TIME-BUY PROGRAM 

Lock in the Price, Order Now, Ship Later! This gives you the opportunity to place orders before school is out, 

and have them shipped and billed on next year’s budget. We will accept orders between 3/1 and 5/15 and 

process them directly with the vendors, but we will hold them and ship later per your instruction. 

 

HOW TO PARTICIPATE: 

1. Starting 3/1, you will see a new category added to the marketplace – called “ #1 Program – Spring One-Time-

Buy”.  

2. To see what suppliers are participating in this program, you can either click into the category as seen on the 

below illustration.   

 

 

 

 

 

 

 

 

 

 

 

3. <OR> You can also search by #1 Program – Spring One-Time-Buy in the search bar as seen below. You can 

either leave the 2nd field blank to return all values, or narrow it down with a search term.  

 

 

 

 

 

 

 

 

 

 

 

 

4. Continue your shopping and complete your cart. Be sure to only select from suppliers that are listed in the #1 

Program – Spring One-Time-Buy section.  

SUPPLIERS WILL BE LISTED HERE 



5. When are ready to check out, continue as usual and fill in all the details of your order.  

 

 

 

 

 

 

 

 

 

 

 

6. Then, scroll to the bottom of your order, and put a check mark in the below boxes. This is going to pop up a 

comment box below each supplier.  

 

 

 

 

 

 

7. The pop up box will be named Order Comments. In this box, you should enter SHIP DATE:  July 1st, 2017 (or 

whatever the date is). You can put separate comments for each individual supplier. You can also add any 

special notes about the delivery here. ALWAYS – list your ship date FIRST. 

 

 

 

 

 

 

 

 

 

 

 

 

 



8. Finish your order as you usually do. When you save your requisition, remember – to save it with a unique name 

to help you find it later.  

9. Each supplier will receive a separate PO from the marketplace and your Order Comment will be added to the on 

the PO for them to view.  

 

  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

10. Then, Education Plus will process your invoice at the time of shipment as usual. 

11. If an AEPA vendor like School Specialty participates in the program, they will invoice you directly as usual.  

 

We look forward to saving you time and money! 

 

Ship Date:  July 1st, 2017 


