
School Purchasing: Ordering with a Purchase Order (PO) Number 

STEP 1. LOGIN OR CREATE AN ACCOUNT 

 

STEP 2. ADD ITEMS TO YOUR CART 

 

STEP 3. SELECT VIEW CART 

 

STEP 4. CREATE QUOTE FROM CART 

 

 

 



STEP 5. ENTER BILLING AND SHIPPING ADDRESS DETAILS 

 

STEP 6. CONFIRM AND PROCESS QUOTE 

OPTIONAL: If you have a PO number enter it into Purchase Order Number 

 

STEP 7. VIEW QUOTE in My Account 

 



STEP 8. APPROVE QUOTE 

If you have school approval to go ahead with the order, select My Quotes and select Approve Quote for 

the order you wish to process. Select Confirm & Approve Quote. 

 

 

 

This will tell us that the order has been confirmed by the relevant school personnel. We will then convert the 

Quote into a Tax Invoice and email it through with banking details for payment which is to be forwarded to 

your accounts department for payment via bank transfer which are visible on the tax invoice. 

 

OPTIONAL: PAYMENT BY CREDIT CARD 

To pay by credit card, log into your Kraftkolour Account, go into My Orders and select Pay for the order you 

wish to process payment for.  

 


