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Entering an Online Order 

IMPORTANT NOTE WHEN REGISTERING ON WWW.FSBD.COM: 

PLEASE MAKE SURE THAT YOU CHOOSE THE OCPS PURCHASES OPTION 
AND NOT OKALOOSA COUNTY UNDER THE COUNTY DROP DOWN BOX.  

 Placing an FSBD Order:  Go to www.fsbd.com 
 Choose Create an order from the Orders drop down box. 
 Log in using your Username and Password.  
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 Enter your first 6-digit FSBD code. 
 Select your Quantity Charge or Quantity Free field by tabbing or pressing enter. 

You may also use your mouse to move your cursor if you prefer.  
 Press enter or click add item. 
 You are now ready to enter your next FSBD Code.  Continue to build your order 

list until it is complete.  
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 Click checkout to advance to the Bill to / Ship to Screen. 
 The Bill to information is set up when you register and is set as your default each 

time that an order is created. 
 The Ship to information must be entered the first time that you create an order. 

You can save this information as default for any future orders that you create. 
 You have the ability to modify any Bill to / Ship to information if necessary. 
 The Special Shipping/Billing Instructions box is located at the bottom of this 

screen for your convenience.  You can add any necessary instructions. 
 Click Continue to proceed to the Select Payment/Estimated Shipping Options 

Screen. 
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 Select Payment Type “Print and Mail with District Purchase order.” 
 Select Shipping Option “Include an Estimated Shipping Charge.” 
 Click the Review & Finish button. 
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 The finished order will appear in its completed form. 
 Click Finish Order. 
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 Use the Finished Order to create your requisition in Focus.  You will know it’s 
complete when you see the green bar across the bottom of the page as shown 
below. 

 List each item on a separate line.  Add a line for shipping and check the 
“shipping” box. 

 In the “comments for vendor” box, be sure to list the Order Document number as 
shown in screenshot below.  Upload the document below to the file box in your 
requisition. 
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o You can access any order previously saved or completed at any point of the 
ordering process. 

o Click the Orders dropdown box. 
o Click on My Recent Orders 
o A list of all of your completed orders will appear. 
o You can click on the Document number to: 

• Review 
• Print 
• Edit  
• Clone 

 


