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Quick Instructions:

Copying Carts 
and Orders 

How to Copy Orders 

Welcome to School Specialty Select Online! Below are some instructions to help you reorder 

items from a previous cart using our Copy Orders feature. 

Login:

•  Visit select.schoolspecialty.com. 

• Under Account Sign In enter your Username and Password, click SIGN IN 

Copying an Entire Saved Cart:

• Click on My Saved Carts from your My Account Dashboard 

•  Select the drop down arrow under your Saved Cart to view additional details of your Saved 

Cart, then select COPY TO NEW CART
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Quick Instructions:

Copying Carts 
and Orders 

• Give your cart a new name, then click CREATE CART. Your new cart is now created

•  Your New Cart will now appear in your My Saved Carts page. View your New Cart 

by selecting View Cart from your Saved Carts List

Copying an Entire Saved Cart: (continued)
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Quick Instructions:

Copying Carts 
and Orders 

Copying Items from Your Current Cart:

•  Items can also be copied from your current/active cart, into a new cart. Select View Cart to 

see the item list. Choose ACTIONS then select COPY TO NEW CART

• Choose the item(s) to be copied, or Select All to copy all items

• Select COPY TO NEW CART again, name your New Cart and click CREATE CART

• This New Cart will now be available in your Saved Carts List

•  From your active cart, choose My Dashboard and select View My Saved Carts to continue 

checking out your newly saved carts
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Copying Orders:

•  From My Dashboard, select Orders 

• Click the order number on the order you would like to copy

•  Under ACTIONS select COPY ITEMS TO CURRENT CART or select RE-ORDER to put 

all items into a new cart

•  Your New Cart will now appear in your My Saved Carts page. View your New Cart by 

selecting View Cart from your Saved Carts List
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Questions? Call our Toll Free Online Support Department at 800-513-2465 ext 2

Copying a Rejected Cart:

•  Click View My Rejected Carts from your My Dashboard

• Click View Cart for the cart you wish to copy

•  Click COPY TO NEW CART. Your cart will be copied into your current cart for you to  

re-submit as a new cart.
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