Department of Operations
Custodial Supply Ordering Instructions
1. Visit: https://supplies.smcps.org/
2. Your User Name is the beginning of your email address (do not include “@smcps.org”).
Your Password is the network password you use to log into the system and your SMCPS email
account.
Once both of these fields are completed, click on “Log In”:

_____________________________________________________________________________________
3. Once you log in, you will need to click on “Products” located on the upper tool bar:

4. The screen below will appear. You can filter products by type (custodial, light bulbs, etc). You
can leave the description box blank and select “Search”, and all available items will be displayed.
Or, if you want, you can search for a product by typing a portion of the word into the description
field. In this example, we are searching for can liners. I entered the word “CAN” in the
description field, and you can see that numerous items appear. If this occurs, please pay
particular attention to the numbers at the bottom of the list, as this indicates that there is more
than one page to view:

Page Numbers

5. Indicate the quantity of products you want to order, and then add to your cart:

As you add items to your cart, you will see the number increase in your cart.
_____________________________________________________________________________________
6. Once you have identified quantities for all products you want to order, select “View Cart” on the
upper tool bar, or you can click on the yellow cart icon. Review your order for accuracy, select
your building (you will not see all locations), and select “Submit Order”.

You will receive emails when your order has been approved. In addition, there will be notes that may
possibly be added, such as “being delivered by Daycon”.

How to install the ordering website on your desktop
Using Google Chrome:
1.

Visit the website: https://supplies.smcps.org/
On the upper right corner of your screen, click on the 3 vertical dots:

2. Click on the menu option “More tools” and a menu will appear to the left, click on “Create
shortcut”

3. A window will pop up on your screen, allowing you to change the name of the shortcut. Type in
how you want to identify the icon on your desktop and click “Create”.

Type in whatever you want to name the icon

