AMART o8 A1D
. Shopping from a Hosted Catalog

FLORIDA STATE UNIVERSITY

Access SpearMart by navigating to https://my.fsu.edu/ and logging in with your MyFSU username and password, and then

click the SpearMart Icon under MyFSU Links:

MYFSU LINKS

Al Search () Q woosp w o @ & &g

R oues
© comres

L suppiers Goto: Favorites | Forms | Non-Catalog ltem | Non-Catalog Request | Quick Order  Browse: Suppliers | Categories | Contracts | Chemicals

& soucing -
lih Reporting
Setele Suppiiss

f@¥ Administer
Air Burifiers - FSU WAREHOUSE

Q Setwp

Blankst Order Request Gamous Supslies for Ramp-Up Activities v
Canfirming Order
Emergency Exemption
Nen-Catalog Request FSU Warehouse-Hasted Cataiog
Non-Catelog Request - Sole Source
Services Request - Fixed
Services Request- Veriable Lab Supplies >
Software Request o
Airgas CARQLINA
Gases  Cyirders o fiic Lab producs - Spaciaity Biclogical Supply

Pouwsrad by JAGGAER | Prvacy Poliey

All catalog suppliers are shown on the main page directly under the Catalog Suppliers bar.
Each supplier’s icon shows whether their catalog is a Punch-Out or a Hosted supplier.
The catalogs are listed by supplier category, such as Lab Supplies, Books/Office Supplies, etc.

This Job Aid will focus on shopping from a Hosted catalog. To select a catalog, click on the icon for that supplier.
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For this example, Qiagen will be selected. Notice that the icon says “Hosted”.

Lab Supplies
B [
Airgas
Gases / Cylinders
[

MilliporeSigma - Lab
Supplies

Books/Office Supplies

[

Publication Materia

The search box will come up. You can enter a product name, such as shown below, “swab” or you can go to the top of the

@m
Diagnostics &
LifeScien-Hosted

O
VWREL

Lab Suppliss

Office Supplies

& i

Biclogical EJFD"_\'-
Hosted

® Satine

Lab Supplies

amaganbsress

Amazon

O

o

4

Lzb products - Specialty

CARQLINA

Biological Supply

[

Lab Supplies -Hosted

page and click “Advanced Search” to open the search box, then you can enter “swab” and “Qiagen” in the appropriate
fields. See the options below:

QIAGEN INC

swal

Categories

OR

Goto: Favorites | Forms | Non-Catalog tem | Non-Catalog Request | Quick Order

Browse: Suppliers = Categories | Contracts | Chemicals

The advanced window opens up and you can type “swab” in the “All of these words” box, or another search criteria as
needed. For this example, “swab” is used. As you begin to type the supplier name, the catalog supplier options will come

up and you can then select the supplier. Then click “Search” to search for the item(s) needed.

Advanced Search Everything
Find Results That Have:
Allof These Waords swab

Part Number (SKU)

Commodity Code

Other Options

Exact Pirase

Any of These Words

Supplier

Manufacturer Name

Exclude Words

QIAGEN

| QIAGENINC [0 i m @58
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The list of items that match that search will come up. Notice that there are 58 results in Qiagen for this search. You can
refine your search further by using the options in the left column, or simply scroll down for the type of swab you are
searching for.

By Product Flag o %) o
[0 # Hazardous material (17) ﬂ th ﬂ [&9] ﬂ [N
By Supplier ~
R S @ %] QIAGEN INC (58)
AmniSure Swab (20) QlAamp 96 DNA Swab BioRobot Kit (12) digene Female Swab Specimen Collection
By Supplier Class > from OLAGEN INC fr QIAGEN INC Wt
o from QIAGEM INC
By Category ~ ASSW020 Part Numbe
5123-1220
[] Genomic DNA Purification Kit Components (42) 34.00 USD 3,583.20 USD 122.00 USD
e Check Availability Check Availability Check Availability
O | T | | T
[
< <
[
i
QlAamp 96 Virus QlAcube HT Kit (5) Pathogen Lysis Tubes S
from QIAGEN INC from QIAGEN INC
530.40 USD 1,327.20 USD 223.20 USD
(2 Check Availability Check Availability Check Availability
oy Packagng uom > | | | =
By Result Type > o) . <

For this example, the shopper has scrolled down and found “ASSW020” which is the item they need. To select, enter the
needed quantity and click “Add to Cart”.

& A &
AmniSure Swab (20) QlAamp 96 DNA Swab BioRobot Kit (12) digene Female Swab Specimen Collection I
from QIAGEN INC from QIAGEN INC Kit
- from QIAGEN INC

ASSW020 965842 Part Numbe:

51231220

34.00 USD 3,583.20 USD 122.00 USD
Check Availability Check Availability Check Availability

E=E e Y-

Again, the item will show as being added into the cart and you have choices. We will now click “Check Out” to complete
this catalog order. To check out, scroll to the very top of the page and click the shopping cart.

All » Search (Alt+Q) Q le.{J{] USD ’El v 1D O

The below window will open up. Click “Checkout”.

My Cart

AmniSure Swab (20)
Quantity: 1 View My Cart
| Price: 34.00 USD
34.00 USD
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You have now pulled your cart back into the SpearMart and can click “Assign Cart” or “Submit Cart”. If you know the
shipping information, budget, needed for this order, you can click “Submit Cart” to enter all that information. If you do
not know this information or want the Requester to enter it, click “Assign Cart”.

Requisition + 166102253 Zeo® @

Summary PO Preview nments

1. Assign Cart: Once you click “Assign Cart”, the below
page will show up.

Click “Search for an Assignee” to find your Requester in your department to assign the cart to. Enter their first and
last name in the “User Search” below.

When you find the person’s name, click the “+” link under the Action column.

New Search

Name T User Name Email Phone

Holmes, Ololade NOHOLMES noholmes@fsu.edu +1 850-645-8207

Close

Enter a note for the Requester as needed to provide order information, justification, or budget information to the
Requester so they know how to code the requisition. You can also click the “Add to Profile” box to save this
Requester so you can search from your profile going forward.
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Assign Cart To: Holmes, Ololade
of SEARCH
(ﬂ.tl-: to Profile 4
Note To Assignee: These are for Biology lab staff
\.

Click “Assign” to assign the cart to the selected Requester.

© Cart Assigned

Requisition Summary Options

Requisition number 155055458
reen Create new draft cart

Cart name 2022-03-07 gamiller 01

Recent orders
Cart tota 34.00 UsD

Return to your home page
Mumber of line items 1

You have successfully assigned your cart to a department Requester!

Another option is to use the “Submit Cart” process and the Shopper can enter the requisition data and then assign the
cart to their Requester.

2. Submit Cart: Once you click “Submit Cart”, the below page will show up. You can now enter the budget and
shipping information.

Requisition « 155055458 ~

Summary PO Preview Comments o Attachments History

General o Shipping -

Cart Name 2022-03-07 gamilier 01 Ship To

Description no value ATTN: Geneva A Miller
RM/FLR/STE: A1400

Priority MNormal DEPT: Procurement Services
282 Champions Way

Order Submitter Geneva A. Miller Univ Ctr A
Tallahassee, FL 32306

Crwner/Requester Geneva A, Miller United States

Budget Override Granted false

Reguest Budget Override h 4

Request Sponsored he

Project Restriction

Override

Click the “Pencil” button in the “Shipping” box to add or update the shipping address. For this example, the address
needs to be changed.
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Enter your address into the Search Additional box and select the appropriate address.

Magnet Lab - James Carroll Johnson, [RM/FLR/STE*], Procurement Services, 1800 E Paul Dirac Dr, Magnet Lab, Tallahasse.

Magnet Lab Receiving - James Carroll Johnseon, RM/FLR/STE#, Procurement Services, 1800 E Paul Dirac Dr, Magnet Lab R.

Mag Lab| w (1 | ResuhsPerPage 1p v

* Required fields “ Close

Please make sure that ATTN, RM/FLR/STE, & DEPT FIELDS are filled in.

. *
Ship To
':::' No addreas assigned . .

- To save this address in your

&) Magnet Lab Receiving profile, you can click the “Save
[ Adétomy sddresses @ this address for future use’.

James Carroll Johnson

Procurement Services

Address Line 1 1800 E Paul Dirac Dr

Address Line 2 Magnet Lab Receiving

City Tallzhassee

State FL

Zip Code 32310

- - bt

. *
sf'PTﬂ To save this address in your profile,
© No sdaress asoigned | | you can click the “Add to my
® Magnet Lab Receiving 4 ’ addresses box.”

ATTN:* James Carrall Johnson / Addto my addresses

RM/FLR/STE: * Hickname ¥ Mag Lab Receiving

To save this as a default, click

pEPT: Frocurement Services Make default 4/ the “Make default” box.

Address Line 1 1800 E Paul Dirac Dr

Address Line 2 Magnet Lab Recsiving

City Tallshasses

AL Click “Save” and the address will
Zi Code €230 populate the “Shipping” field.

* Required fields “ 20“
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To edit accounting information, click on the pencil icon.

[Rm—

PC FAC- FAC-
Business Business Project- Source Chartfield Chartfield Chartfield Budget Work  FAC- Inventory
Unit GL Location Department Fund Unit Activity Type  Category Subcategory 1 2 3 Reference Order Phase Part
novalue  novalue  novalue no value  novalwe no no no value  no value novalue novalue novalue novslue  no no no value
©Required @ Required @ Reguired @ Required value  value value  value

The first field is the “Business Unit GL”. Click the down arrow to get the value “FSU01".

*Note: The drop
Organization Values / dOWI’] W|” Only have
FSUO1 - Florida State University  tion ™ Department * = Fund * = PC Business Unit Project Agtivity = Source Type = Category one value to select

\ | . in this case.

© Requirsd © Requirad © Required © Reguired

‘Accounting Codes

Business Unit GL Location ™ Department * = Fund * = PC Business Unit Project-Aotivity = Source Type = Category
e | | o - ‘ ‘ ‘ |

oRe © Required or= @ Required

e Fier
P Click the “+” sign to add the location.
¢ » Page of 32 -20 of 632 Results 20 PerPage ¥
Value T Description
002240100 MAG LAB - GENERAL SCIENCAD100 - A/
0022401004 MAG LAB - GENERAL SCIENCAQ1004A -
0022A01008 MAG LAB - GENERAL SCIENCAOQ1008 +
0022A0100C MAG LAB - GENERAL SCIENCAQ100C +
0022A0100D MAG LAB - GENERAL SCIENCAQ100D +
0022A0100F MAG LAB - GENERAL SCIENCAQ100F +
002240101 MAG LAB - GENERAL SCIENCAQ101 +
J
Cancel

The selection will save and you are back in the Accounting Codes area.

From there, click on the arrow in the Dept ID field.

Accounting Codes
Business Unit GL * Location * Department ID 5 Fund* &= PC Business Unit on‘mrmwwy_: Source Twé;

< >

* Required fields £ Close
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From there, click the search link, then enter your Dept ID OR search by description and click
“Filter”.

027000 Procurement Services

Accounting Codes i
Organization Val‘:S/ value Description Filter
Search E

Business UnitGL * Location *

*x PC Businss Lint Project-Activ -= Saurce Ty ;: Categ |
ey " il Claar Al Fiters
P01 ¢ 2BA14MA ¢ Seatch ¢ Search
< ? FPage 1 of 200 1-20 of 4000 Resufts 20 PerPage «
v
Value T Description
< )
001000 President’s Office +
* Required ields n Clse
. oot1oo1 Fresident's Office Overhead +=
oo1002 President’s Office Vending +
001003 President's Teaching Awards +
001004 President’s Faculty Awards +
001005 President’s Investment Earning +=
001006 Pres Incentive-Efficiency Pgm +
v
Cancal

All locations with the search description used will come up as choices. Select a choice by clicking the “+” button to the
right of the location.

227000 Deacription Filter

Clear All Fitars.

Value T Description

227000 Matl High Magnetie Field Lab -

Cancel

The system will take you back to the page and populate the field.

The selection will save and you are back in the Accounting Codes area.

Edit Accounting Codes

Accounting Codes

Business Unit GL * Location * Department ID * = Fund ¥ = PC Businesa Unit Project-Activity = Source Type = Category
Fsual " 0223414004 v 227000 v Search

< >

 Required fields “ Close

To select a Fund code, click the “down arrow” in the field or enter a search for a particular fund code or by
description.

‘Accounting Codes
Business Unit GL * Location * Department ID * = PC Business Unit Project-Activity = Source Type = Categary
Fsuo1 ¥ 0223A714004 ¥ 227000

* Required fields “ Close
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To select a Fund code, click the “Search” link and enter the value or description and click “Filter.” To select a fund, click
the “+” next to the appropriate fund code.

Profile Values

| Description I Filver I

110 - E&G General Revenue

Clear all Filers
Accounting Codes

Businsss Unit GL * Location * Depsrmenz D * = Search ec) < > Page | 1 AN 1-2f of 168 Results 20 Per Page ~

Description

Fsuo1 P 0223A14004 W 027000 o P’ S P
110 E&G General Revanue
120 ELG Student & Other Fees

121 Tuition Differential -+
125 E&G Student Fees-Carryforward -+
126 Tuition Differential-Carmyfwd +
130 E&G Educ Enhancement TF -+
135 E&G Lottery-Carryforward -+
140 E&G GR-Carryferward -+

It will populate the field. If you are using a project, you will have to continue this process for the PC Business Unit,
Project-Activity, and additional chartfields as required. Click “Save” when you have completed the accounting codes.

Edit Accounting Codes

Accounting Codes

Chartfield 1 = Chartfield 2 =

Business Unit 6L * Location * Department ID ¥ = Fund ¥ = PC Business Unit Project-Activity = Source Type = Category Subcategory

Fsuor p omstaon ozono p 1o » |:| 0 || sems a

<

The next step prior to assigning or submitting your cart, is entering the “Due Date.” You will need to click on “Required:
Requested Due Date.”

° Comect these issues_ w
“fou are unable to proceed until addressed.

Required: Requested Due Date 4+
Te K w

Enter your due date in this field and then click Save.

oW
Bill To
(® CURRENT ADDRESS (3]
Contact Line 2 CTLinveices@fau.edu [ Addeo my sddresaes
PAYABLES & DISEURSEMENT
Address Line 1

SERVICES

UCA-5607 UNIVERSITY CENT
address Line 2

ER
city TALLAHASSEE
State FL
Zip Code 323062391
Country United States
Search additional € ResuhsPerPage 10 v

Requested Due Date ‘ 3/31/2022 =]
mm/adlyyyy
© Fequired

e Requied ielis e -

Your requisition can now be assigned to your departmental Requester or you may proceed to submit cart.
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