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Set Up Request Form

Review account for set up (is the 
account already set up for myKaplan)

If YES make review and action 
accordingly with presented request 

If NO follow set up steps 
Make sure to have the set up request 
form completed 



myKapan Set up

Main Menu
Customers 
Customer Information 
General Information 

Bill to Cust#
Click the General Info Links dropdown arrow and 
select Additional General Info

Standard ID Qualifier = Web Customer

ID Number = “always bill to cust#’

Ship to Cust# (if different from bill to cust#)
Click the General Info Links dropdown arrow and 
select Additional General Info

Standard ID Qualifier = Web Customer

ID Number = “always bill to cust#’



• Main Menu 

• Customers

• Customer Information

• General Information 

• Click Sold To Customer

• Click the + and enter the ship to 
customer number(s)

• Save

Tie all ship to Customer# to the bill to
“Complete this step if the ship to customer# is 
different from the bill to customer# “



myKaplan Set up 

• Set up account to go to the web

• Main Menu

• Kaplan Product Web Info

• Web Customers

• Click → Add a New Value 

• SetID = kapco

• Standard ID Qualifier = Web Customer

• ID Number = Bill to Customer #

• Add



myKaplan Set up
• Enter contract# (Buying Agreement) hit tab on your keyboard.  Terms will 

populate 

• If Purchase Order is required enter (Y) if the account has tier levels 
(Approvers) do not select (Y) unless the submitter(s) will have access to 
the PO#. Approvers will add the PO# prior to approval.

• Image → enter kaplan_logo

• Enter welcome text 

• Example of welcome text:  Welcome (add customer name) to your 
Kaplan Early Learning Company website. 

• Enter disclaimer 

• Coupons and promotions are valid on in-stock items only (drop shipped 
items and backorders are not included). Cannot be combined with any 
other offer or discounts. Cannot be used on prior purchases or custom-
stocked items. Limit one coupon per customer. Products cannot be 
resold or used for commercial purposes. No cash value. Void where 
prohibited. Subject to restrictions and change without notice.

• Save 

• Click Bill to – Ship to  

• Enter bill to customer  number and loc#

• Enter / Add Ship to Customer numbers and loc#’s (click + to add)

• Save
 

•   



PeopleSoft and Web Entries  

• PeopleSoft day end process must complete before Web users can be 
set up 

• Inside.kaplanco.com/admin (go here after day end)



Go to: 
Inside.kaplanco.com/admin

Login: 
With your Kaplan computer 

credentials

User and Tier Level Set up 



Corporate ID Administration

• Click Add New Users
• Create/Enter Username
• Create/Enter Password
• Corporate Account → click dropdown and 

select the correct bill to customer 

Adding Users and User Tier Levels 



Enter User Information:
Name
Telephone #
Email address

Select User access:
• Select Admin Privileges (no) – unless 

customer will add new users
• Set up new ship to’s (no) – unless 

customer will be adding ship to 
addresses

• Select Authorization Level
•  Submitter or Approver

• Click Update

Check the Bill to associated with the user

Note:  KaplanOne allows user to view all orders 

and invoices on account.  For user to access 
KaplanOne: select (yes) Allow Users to View All 
Orders and enter bill to customer#  allowed to view



Select ship to(s) for each User 
Submitter(s) and Approver(s)

Update 



Final Step

Sales Rep and Customer Communications   

• Customer:
• Email welcome letter/email to customer 
• Forward credentials “username(s) and password(s)”
• One page overview ordering sheet
• Share details related to the navigation panel 

• Sales Rep 
• myKaplan set up is complete 
• Credentials “username(s) and password(s) have been forwarded to customer
• One page overview ordering sheet has been forwarded to customer



Set up Steps  
Obtain customer number for the address noted on the customer’s email. If not 
available forward email to COS that includes the customers address to obtain the 
customer number to use.

This is the customer to use as bill to and ship to in Psoft web customer’s panel 

• In PS, under General Information, tie the customer number to the GSA C# 
687400

• In PS, under the Web Customer Panel, go to the GSA C# 687400 and ties the 
customer number you located or provided by COS that matches the customer 
address on email.  Add this customer number as a bill to and ship to address 
for ID Number 687400.  . **This will process overnight,.**

• The next day, you can setup the username & password in 
• KapAdmin.
• Share credentials “username & password” with customer

Example of email request:

--------- Forwarded message ---------
From: info@kaplanco.com
Date: Wednesday, February 26, 2025, 
10:05:09 PM -0500
Subject: GSA myKaplan Request
To: bids@kaplanco.com, 
gsa@kaplanco.com

FName*: Kimberly
LName*: McClure
Title*: T&C Specialist
Program*: Navy Child & Youth 
Programs
Address*: PSC 473 Box 60
Address2:
Address3:
City*: FPO
State*: AP
Zip*: 96349
Country: USA
Phone*: 315-243-3439
PhoneExt:
Fax:
Email*: 
kimberly.m.mcclure3.naf@us.navy.mil

GSA myKaplan Request 



Procurement Punchout Request 

What you should do?

1. Forward the following to Jon Travis
Customers request
Bill to Customer #
Customer Contact Information

2. Set account up to go to the web
Follow the myKaplan set up steps
• Customer Information General 

panel
• Web Customer Panels 
• Stop 
• Do Not add any users in KapAdmin
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