
First-time users select 
Register here 



Type the first letter of 
your district name 
and select the 
appropriate district 
or entity. 



Enter your DISTRICT EMAIL 
ADDRESS (email addresses 
must match the 
@districtname.kyschools.us 
domain) 



1. Enter all other 
information as 
requested.  
 
*Notice that password must 
be at least 8 characters long 

2. Click Submit 



This message 
should appear 
after you have 
submitted your 
information.  



Click on this link from the email to 
verify your account 

Username is case-sensitive 



After you get this message that 
your account has been verified 
and activated, you can enter 
your log-in credentials and 
begin shopping. Usernames 
and passwords are case-
sensitive (username should be 
found in the body of the email 
that you received).  
 
*All accounts are initially set up without 
purchasing rights. The District Finance Officer 
(or an approved designee) must email Ann 
Burden with the list of district employees who 
will receive purchasing rights.  



Search by Category 
Select which 
category you 
want to 
search by 



*Type in the item you are searching for 

*Item can be generic or as specific 
as you want 



System will search the 
appropriate companies to the 
category you are searching 



You will receive results 
which you can sort by 
lowest price, highest 
price, etc. 



You can also 
sort by 
Supplier, 
Manufacturer 
and Price 



Search by company 

To search only 1 company, 
select the magnifying glass 
below the company logo 



Type in item you are 
searching for and select 
Search 



Select 2 or more items and click 
Compare Items to get a screen 
comparing items by Rating, Description, 
Price, etc.  



Select item you wish to 
purchase and select Add to Cart 



You can “punchout” to a 
specific company by 
clicking on the globe 
under that company 



You are taken directly 
to that company 
website where you 
can browse AEPA 
contract pricing. At 
any point you can 
return to the AEPA 
Community 
Marketplace by 
clicking the yellow 
bar at the top of the 
screen 



Select Add to Cart and then 
Checkout. The system will then 
pull you back in to the AEPA 
Community Marketplace to 
continue shopping or place order. 

*Item from punchout has 
been added to the cart 



Specific contract 
information (free 
shipping 
minimum, Apple 
requirements, 
etc.) appears for 
companies in your 
cart 

Those with purchasing 
rights can now select 
Checkout (see next 
screen for those 
without purchasing 
rights)  



Select Transfer Cart 
to send to an 
authorized buyer 



1. Enter the email 
address for an 
authorized buyer in 
your district/entity 

2. Send any special 
messages for the buyer 

3. Select 
Transfer 
Cart 



Your cart will remain until 
ordered by the buyer 



Once a cart has been transferred, the buyer 
will receive this email. 

Any message the shopper has sent will 
show up here 

Go directly to the cart by clicking this link 



When viewing your cart, you can Email 
Items, Export to PDF, Export to CSV or 
Checkout (if an approved buyer)  



After selecting 
Checkout, you should 
see this screen.  Cart 
will be divided by 
company with a total 
for each.  Select 
Purchase Order to use 
that form of payment 



Select “Enter different po 
number for each supplier” to 
get the screen below 



After entering PO 
numbers, select 
Place Order.  



Updated: Quote Module 

• If you want pricing for multiple quantities of a product, you 
can now submit a Request for Quote to selected suppliers 

After you have searched 

for items, select the item 

you want a quote on and 

select New Request from 

the drop down menu and 

then Add Items To 



 

1) Name your Quote Request in the Request 

Name box 

2)Select Deadline date for suppliers to return 

quote 

 

3)Select Suppliers you wish to receive quote from 

(only suppliers that accept quotes will be shown) 

4)The system pulls in the Target Price so you can 

remove that and change Quantity to number you 

wish to purchase 

 

5)Add any notes to suppliers or leave blank 

 

6)Select Submit 

You will receive email as you receive quotes.  
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FYI 

• If you add an item to your cart that has an exact match for a lower price, you will get a 
message asking if you would like to replace the higher priced item with the lower priced 
item 

• To get back to the home screen at any time, click either Marketplace or the KY AEPA 
logo at the top left-hand corner 

• In order for the “punchout” sites to work correctly, your internet browser must accept 
cookies 

• When searching you may get different results depending on which category you are 
searching 

• When using the “punchout” option you don’t need a Username and Password for each 
company website, your KY AEPA Community Marketplace credentials are ALL you need! 

• Emails that shoppers and buyers receive will come from noreply@equallevel.com 
 

 
 
 

• If at any time you need help, contact Ann Burden at 270-563-2113 or 
ann.burden@grrec.ky.gov.  
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