
SPLA Monthly Usage Reports
how to submit on 
softchoice.com 



Sign in to submit your usage report:

G t ft h i• Go to www.softchoice.com
• Click  Account sign-in  link in the top [orange] navigation to see drop down 
• Enter username and password

Make sure “Take my to my company portal” checkbox is selected

• Click  Submit  to be taken to your portal page



Once you are on the 
Portal Page, you will be 
able to:able to:

-Select usage period & 
items to reportitems to report

- Use Reporting features to 
view historic usage reports 
(provided placed through (p o ded p aced t oug
Softchoice)



Select Usage Reporting Period and see available “Standard” items

To see available items, select the year and 
month of the Reporting period.

Commonly purchased items will show up in the 
Standards area below the drop-down values.

Add items directly to your reporting cart from this 
list.

If the licenses you are looking for do not show 
up, click the additional products link.up, c c t e add t o a p oducts



See other available items that do not show in the Standards Section

Click Additional Products link 
after you have selected your 
usage periodusage period.

You will see search results for 
all other items available for 
this usage period. 

Use left-hand filters to narrow 
down your options

Add items to Cart from SearchAdd items to Cart from Search 
Results.



Add it t C t ith th Add

Add items to your Cart (Create your usage report)

Add items to Cart with the Add 
to Cart button from Search 
Results or Standards section

When items are added to the cart, 
the screen will go black and you will 
see a message to let you know the 
item has been added.

You can see your cart in the topYou can see your cart in the top 
right-hand of any page. Quickly see 
the total items, quantity and subtotal  
in this area

View and Revise your 
Cart from the View Cart 
& Checkout button in 
this area.



Select correct quantities for (modify) your usage report

Cli k th Vi C t & Ch k t b tt t i th t t fClick on the View Cart & Checkout button to view the contents of your 
cart, modify quantities or remove products

To change quantity: start typing in new quantity, and then click “Update This Quantity” button g q y yp g q y p y

To remove product, click [X] beside product description; or remove all items by clicking on the 
“Remove All Cart Items” button 

To add more Products, click the Continue Shopping button and return to the previous page

Once you have finalized your items and quantities, click the Place Order button to continue 



Submit your Usage Report: Place order

Once you Have finalized the 
items and quantities in your cart, 
click the Place Order button to 
continue and submit your Usage y g
Report.

Once you have done this you will now be 
on the Secure Checkout pageon the Secure Checkout page.

Review the items, quantities and totals on 
Step 1 at the top of this page. 

If th till h t b dIf there are still changes to be made, use 
the back button on your Browser to go 
back to the Cart page and make any 
necessary changes. 

If not, continue to the bottom of the Secure 
Checkout page. 



Select contacts, locations and submit final report

If more than one physical location exists for your account, you will be able 
to select the correct one for both shipping and/or billing from the “Change 

Address” link in the Shipping and Billing sections… Address  link in the Shipping and Billing sections. 

If more than one contact is associated with the location, 
choose the right contact after you have selected the right 
location

Once you have reviewed your 
items, quantities, etc. direct 
your attention to the second 
step at the bottom of the page 
to select your contacts and

Select your payment options (you will only see the Terms 
option if you have Net 30 Credit with Softchoice). Enter Credit to select your contacts and 

locations. Card information where this payment option is chosen. 

Provide PO # , PO Reference and additional  comments 
where required in appropriately labeled fields

Once you have finalized this 
section, click the Place Order 
button to submit your usage 
report.

where required in appropriately labeled fields.

We will confirm the order once we verify it. Select how you 
would like this confirmation sent to you. 

report. 



See Order History for previous reporting periods

Once you have placed your order, you will see the Thank You page as a confirmation. This page 
also lists the Softchoice order number.also lists the Softchoice order number.   

If you would like to see the details of this order, click the View Order Details button to see the My 
Orders pop-up window (Note: make sure your browser allows popup windows from softchoice.com )

Click on the Order number or Full details link to see complete details about this orderClick on the Order number or Full details link to see complete details about this order. 

You can see this from the My Orders link on your Portal as well (in the Account Tools section). 



For more information, please contact

Brett LaForge
Softchoice Corporation

314 801 1298314.801.1298


