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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:
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The SpearMart Home page will open.
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To submit a P-Card Holder or Proxy Application, scroll down on the page to find the list of Forms which are found under
the catalog icons. For this example, a P-Card Holder Application needs to be submitted for a new employee in the office.
Therefore, the P-Card Holder Application is selected. The tasks outlined in this Job Aid are the same for the Proxy
Application, you would simply select that form to become a Proxy.

Forms o7

Approver Role Request
Blanket Order Request
Change Order Form Request
Confirming Order

Emergency Exemption

Non-Catalog Request
Select the “P-Card Holder Application”

Non-Catalog Request - Sole Source - Lo
PR Form by clicking on the name of the form.
P-Card Holder Application

P-Card Holder Termination Request

Proxy Application

Proxy Termination/Transfer Request
Services Request - Fixed

Services Request - Variable

Software Request

The form will open.
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Fill in all the required information. Any item with the title in bold means it is required. You cannot submit the form until
this is done.
Click to select if the form is for a new Cardholder or a name change for an existing one.

P-Card Holder Application sumdable Actions:[Add and goto Cant_ | (2] clese| = O
P-Card Holder Application
Fer cetaled irdormation on FSU's P-Card Frogram indhuding imper 56t infosrmation, quidklines, transaction lrmits, prokibed
srurchanes. ancl meee visit the P-Card banusal Webpacge for sdition i
PROCUREMENT
SERVICES
GENERAL SECTION ?
Application Type O tiew Application
© Cardhcider Mame Change

[Entire budget #s are required)

Dl

Print Mames a5 you wish it to appear on th g Card. (Wil Initlal dred).

T e e—— expand | deat
Date of Birth

Employes 10 Number
OMNI Usar Name
Department

Business Address

City, State, Zip+Mail code
Tebephane

E-Mail Address
Cardholdes - &
Purch

be grven a Purchasing Card ta make purchases vethin preset limits, on behalf of the agency. In orcler to obtain a tommadity
livicuals desigrated s bained b b premies fer the cardholder. Please Erovide the rames of the twe prasies snd foe the travel

Enter the Default Department ID and Fund to be used on the card.

Note: Typically C&G budgets cannot be used as the defaults and special authorization from the Sponsored Research
Specialist must be obtained prior to allowing this. You must also provide an E&G or auxiliary budget as a backup if a C&G
budget is desired.

Enter the applicant’'s name, birth date, employee ID number, OMNI User Name, Department, Business Address, City,
State, Zip and Mail Code, Telephone (must be the FSU phone number) and FSU email address in the appropriate fields.

Note: Yahoo, Google, AOL or other non-FSU email addresses are not acceptable.

GENERAL SECTION ?

Application Type ® New Application
O Cardholder Name Change

(Entire budget #s are required)
FauG/Auxiliary/Vending Default  [027000-110

Dept 1D/Fund:

if using C&G must provide default state budget above!)

IC & G Default Dept

(D/FundProject

Print Name as you wish it to appear on the Purchasing Card. (Middle name or Initial is not required).

Sally Shopper ¢
137 characters remaining expand | clear
Date of Birth 12/01/1987 ]
mm/ddfyyyy
Employee 1D Number 123456789
JOMNI User Name ssHopPER1| X
Department Procurement Services
Business Address 282 Champions Way, Ste A1400

[City, State, Zip+Mail code [Tallahassee, FL 32306-2370
[Telephone 850-644-6850
E-Mail Address sally@fsu.edu

Icardholder - & person designated by an agency to be given a Purchasing Card to make purchases within preset limits, cn behalf of the agency. In order to obtain a commodity
Purchasing card, your department must have two (2) individuals designated and trained to be proxies for the cardholder. Please provide the names of the two praxies and /for the travel
epresentative and approver in the blanks below:

Proxy Uoe User
Backup Proxy Jane Proxy
[cardholder

By submitting this form, I, as the P-Card Holder, understand how to access the Florida State University Purchasing Card User's Manual and understand my responsibilities. |
also understand that failure to follow the rules and requirements may result in loss of Purchasing Card Privileges.

Dean/Department Head

By approving the cardholder profile above, | am in agreement that this cardholder has shown a history of trustworthiness and will fully comply with all the Purchasing Card
Program terms and conditions of the Florida State University and Bank of America. | will monitor charges along with the Budget Account Manager to insure compliance with
fall rules and requirements/

Once completed, review the certification statement for the Cardholder. By submitting this form, you are agreeing to the
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statement listed. When the approvers approve their step of this form process, they are agreeing to the statement that
pertains to them as well.

Cardholder

By submitting this form, I, as the P-Card Holder, understand how to access the Florida State University Purchasing Card User’s Manual and understand my responsibilities. |
also understand that failure to follow the rules and requirements may result in loss of Purchasing Card Privileges.

Dean/Department Head

By approving the cardholder profile above, | am in agreement that this cardholder has shown a history of trustworthiness and will fully comply with all the Purchasing Card
Program terms and conditions of the Florida State University and Bank of America. | will monitor charges along with the Budget Account Manager to insure compliance with
all rules and requirements/

Budget Account Manager

By Approving this form, | also acknowledge that The Florida State University VISA Purchasing Card is issued in the individual’s name as listed above, and the Purchasing card
utilizes unencumbered money. | am in agreement that this cardholder has shown a history of trustworthiness and will fully comply with all the Purchasing Card Program terms
and conditions of the Florida State University and Bank of America. | will monitor charges along with the Supervisor and Dean or Department Head to insure compliance with

all rules and requirements.

Scroll to the top of the form and ensure that “Add and go to Cart” is in the Available Action field, then click “Go”.

P-Card Holder Application Available Actions:|Add and goto Cart | Bl Clese |

P-Card Holder Application
For detailed information on FSU's P-Card Program including important contact information, guidelines, transaction limits, prohibited
purchases and mare visit the P-Card Manual Webpage for additional information,

PROCUREMENT
SERVICES

Your application will be placed in a shopping cart.

4! Continue Shopping 1 Hemis) for a total

54 Shopping Cart i soy shoppe

» | Selectall [

g

Have you made changes? | save =) Help Empty cart |

Procurement Services oo oo
Unit

Product Description Price Cruantity Total [
g | P-Card Holder Application open fom 000 1 0.0 O
| Add to Favorites . Application Type  New Apphication
[ Remave Commodity Code 93999950 (740231) ¥l
Forms Categry

More Actions |+

Once back in the shopping cart, there are two choices. You can either assign the cart to your Requester or proceed to
checkout if you know the accounting codes to enter. Both are outlined below.

Click “Assign Cart”

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

Assign Cart
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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.

User Search 7

irar Mame

€

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

1-10 of 45 Results w € | > 10 Per Page =
Name = User Name = Email = Phone Action
User01, Joe JOE_USERO1 JOE_USERO1@admin.fsu.edu +1(850) 645-1442 [select]
User02, Joe JOE_USERO2 JOE_USER02@admin.fsu.edu +1(850) 645-1279 [select]

Enter a note for the Requester as needed to let them know this is Sally’s P-Card application. You can also click the
“Add to Profile” box to save this Requester so you can search from your profile going forward.

Assign Cart

(O Select from profile values {® Search for an assignee

Selected Assignee Joe User02 . . . .
= Click “Add to Profile” to save this assignee.
Jnee / . . g
Next time you want to assign a cart, they

Assign Cart Tex Search for an assi /
d oo will be saved in your profile.

Note To Assignee: This is Sally Shopper's
Cardholder application. She is

our new employee in the fiscal
office.

N—"
Click “Assign” to assign the cart to the selected Requester.

W Cart Assigned
Next Steps
You can view the cart in your draft carts list and can unassign it, if needed, until submitted by the assignee. After a cart is submitted by the assignee, you can view it via the Document Search page

* Search for another item

* Check the status of an order

* Retum to your home page

* Create new draft cart

Requisition Summary

Requisition number 1790021

Cart name 2017-03-04 shop01 01
Cart total 0,00 UsD

MNumber of line items 1

You have successfully assigned your cart to a department Requester!

“Proceed to Checkout” is the other option is to enter the accounting data for your Requesters and the Shopper can
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enter the requisition data and then assign the cart to their Requester.

4 Shopping Cart icesay shoppen 4 Continue Shopping &g for a total of 0.00
Name this cart: | 2017-03-04 shep01 0 m
Have you made changes? [[<awe & Help | [Emptycant | | Parfcim an action on (0 e < - Selactall OO
Procurement Services oo ol
Product Description I::n': Quantity Total ]
“""‘:"“f‘f;‘ | P-Card Holder Application open fom 0.00 1 0.0 O
| Add to Favorites | Applcation Type  New Application
[(Remeve | Commodity Code 99909939 (740231) P
e - Forms Categery
oceed to Checkout: Once you click “Proceed to Checkout”, the below page will show up. You can now enter

2. Pr
the budget and shipping information.

As you can see, the accounting codes area needs to be updated prior to assigning the cart.

mm ® tiing | A Accounting Codes | @ Intermal Notes and Attachmerts | 4 Final Review
+) Go to Expeess Checkout 4 Return to shopging cart 4/ Continue Shopping

Requisition | PR Apprevals PO Preview  Comments (2) | Attachments | History
Billing  Accounting Codes | Supglier Info

Swnmary  Shipping
Accounting Codes T
i et apaly Bes ] B aemss sgmscifee bry lins it
C ¢ Subcategory Chamfield | Chartfield 2 Chartfield 3 Budget edit )
Reference

Fund PCBusiness  Preject Sourte  Categary

BusinessUrit  Location  Cepariment
[c] Uinit Actity Type
o o
e Rexquired Required
alel old field
For selected finc ftems | Add to Favorites | - |
Procurement Services o it
Product Description Catalog Mo Size / Packaging Unit Price  Quantity Ext. Price |
3 000 1 ooousp [
Cedit |

1 P-Card Holder Application ||
Accounting Codes (same as headr]

Supplier subtotal

As you can see above, the “Accounting Codes” tab has a red exclamation mark, which means it is information must be
updated before submitting. Click the “Accounting Codes” tab. To update the Accounting Codes, click the “edit” button.

The first field is the “Business Unit GL”. Click the “Select from all values” link.

Arcounting Cadim.
TmeTs Lo Leeation Cepartment Fund Buniness Unit
10 Rncpdred field O Required feld

Click the down arrow to get the value “FSU01".

lAccounting Codes

Business Unit GL

Hide all values...

@ Required field
The drop down menu will have only one value to select. Select “FSUO01” and it will populate the field.
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Hide all values...

FSUO1 - Florida State University
The next item is Location. Click “Select from all values”.

IAccounting Codes

Business Unit GL Location
FSUO1
Select from all values... Select from all values...
© Required field

Enter part of the building name. For this example, “university” was entered because Procurement is located in University
Center A.

[=] Custom Field Search ?

Value

Description |univkrsity X

&

All locations with the search description used will come up as choices. When the list comes up, select the appropriate
department code by clicking the “select” button. In this example, our suite, “A1400” is too far down the list. Note that
there are more values on another page. To refine the search, click the “Close” button.

Close |
* Click to filter search results ?
Results Per Page [20 V] Values Found 2877 1lpage[1  ]of144inl 2
Value -~ Description a
022340100 UNIVERSITY CENTER - ELDGAOT00 select
022340101 UNIVERSITY CENTER - BLDGAO101 select
0223A0101A UNIVERSITY CENTER - BLDGAO1014 select
0 UNIVERSITY CENTER - ELDGAOT018 select
0 UNIVERSITY CENTER - ELDGAO101C select
0 UNIVERSITY CENTER - BLDGAO102 select
0 UNIVERSITY CENTER - ELDGAO1024 select
0 UNIVERSITY CENTER - BLDGAO103 select

To narrow down the search, you can enter more details. In this example, “a1400” is entered since that is Procurement’s
suite number in the University Center.

[=/ Custom Field Search ?
Value
Description a140d X

Now the results include the correct building and suite number.

Close
+ Click to filter search results 7
Results Per Page (20 Vv Values Found 2 4/ Pagelofilrl ?

Value - Deseription a

0223A1400 UNIVERSITY CENTER - BLDGA1400 select
0223414004 UNIVERSITY CENTER - BLDGA1400A select’ ‘>
Select a choice by clicking “select” button to the right of the location. The system will take you back to the page and
populated the field.

Accounting Codes
Business Unit GL Location Department Fund
5U01 * 0223414004
Select from all values... Select from all values... Select from all values. Select from all values
©Q Required field Q Required field © Required field Q Required field

Note: The Location must be a code that does not begin with an “S”. Those are ship to codes, but will still come up in a
search at times.

The next step is to enter the Department ID. You can enter the department number or as in this example, enter a partial
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description. Below “procurement” was entered. Click “Search”.

[=] Custom Field Search ?
Value
Description |procurement| X
 Scarch |
Select the appropriate choice from the list by clicking “select” or the actual de

partment number.

Close

[*] Click to filter search results ?

Results Per Page Values Found 4 4| Page 10of 1(2] ?
Value - Description &

( 027000 Procurement Services
027001 Procurement Services Overhead select]
027002 Procurement Services ERP select]
027003 Procurement Services select]

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

Mccounting Codes

Busirss Unit GL Location Depatrent Furd

Feom aeran v *
14 o ke st from o vl Salect bow v
O Raqured held © Recqired held  Reqgfed seld
aa — oo

If you know the Fund Code needed, you can enter it directly in the field. For this example, the correct fund “110” was

entered directly.

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.

The full string will now be visible and all the top tabs have green checkmarks, so the requisition can be assigned to your

Requester. Click “Assign Cart”.

W Youh leted the required i this step. At this paint, you can do the fellawing:

Proceed 1o the next step: Internal Notes and Attachments. Go straight to the end: Final Review.

Requisition | PR Appacvals PO Preview Comments (2] Attschenents | History

Accounting Codes (zame as header)

[[odn

Summary  Shpping | Biling | Accounting Codes  Supphier info =
= scrp
Atcounting Codes 1
Business Undt  Location Departrent Fund PCBusiness  Projest-  Sowce Type  Category  Subcetegory Chartfeldt Charfield 2 Chartfeld 3 L}
G Lt Actraty
PO OZZEANAOOA 027000 10
WAL
u solectod line itere [A3d 1o Favorkes ~
Procurement Services
Proshuct Description. Catalag No Size / Packaging Unit Price  Quantity Ext. Price  []
1 P-Card |loder Application o000 1 ooousp T

The below box will open and click “search for an assignee”.
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Assign Cart

Selected Assignee: —

Assign Cart To Search for an assignee

Mote To Assignee: I

m Sos

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.

User Search

Department v

1 |

o

Setect the appropriate Requester from the list by clicking “Select” on the appropriate line.

1-10of45Results v € > 10 Per Page »
Name = User Name = Email = Phone Action
UserQ1, Joe JOE_USERO1 JOE_USERO1@admin.fsu.edu +1(850) 645-1442 [select]
User02, Joe JOE_USERO2 JOE_USER02@admin.fsu.edu +1(850) 645-1279 [select]
User03, Joe JOE_USERO3 JOE_USERO03@admin.fsu.edu +1(850) 644-1436 [select] ]
User04, Joe JOE_USER04 JOE_USERO4@admin.fsu.edu +1(850) 644-6204 [select]
User05, Joe JOE_USEROS JOE_USERO5@admin.fsu.edu +1 (850) 644-4459 [select]
User06, Joe JOE_USERO06 JOE_USERO6@admin.fsu.edu +1(850) 645-8840 [select]

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.

Assign Cart

[0 Select from profile values  [® Search for an assignee

Selected Assignee Joe UserD3

Assign Cart Tor Soarch for an assignos
d to Profile

Note To Assignee This is the cardholder

application for Sally, cur new
employee in the fiscal foict‘l

(em)-

Once “Assign” is clicked, the below notice will come up with a requisition number
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g Cart Assigned

Next Steps
You can view the cart in your draft carts list and can unassign it, if needed, until submitted by the assignee. After a cart is submitted by the assignee, you can view it via the Document Search page
* Search for another item
* Check the status of an order
eturn oyt ho age

* Create new draft cart

Requisition Summary

Requisition number 1790021

Cart name 2017-03-04 shop01 01
Cart total 0.00 UsD

Number of line items 1

You have successfully assigned your cart!

Below is a picture of the Proxy Application. The instructions are the same as for the Cardholder application. Fill in the
required items and submit or assign the cart for approval.

Proxy Application Available 4

Proxy Application
For detailed information on FSU's P-Card Program including important contact information, guidelines, transaction limits, prohibited
purchases and more visit the P-Card Manual Webpage for additional information.

PROCUREMENT
SERVICES

GENERAL SECTION ?
Application Type O New Application

O Name Change
O Dept/Fund Change

(Entire budget #s are required)

Default Dept ID &
Fund (E&G):

(if using C&G budget, must provide a state/SRAD budget as secondary backup too!)

C & G Default Dept
ID & Fund:

Print Name (Middle name or Initial is not required).

~
v

150 characters remaining expand | clear

Employee ID
Number

OMNI User Name
Department
Business Address

City, State, Zip+Mail
code

Telephone
E-Mail Address

When submitting, assigning, or approving, the individuals are certifying to the below statements on the Proxy application
form:
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Proxy is a person who is responsible for coding the information on the charges the Cardholder makes using his/her purchasing card. Proxies must have access to the OMNI system. The
Proxy is required to ensure charges are coded within the four (4) days as required. A second Proxy must be designated to perform these duties in the case of absence of the primary Proxy.
If you are the Primary Proxy, provide the name of your Backup. If you are designated as a Backup Proxy, provide the name of the person you will be backing up.

@) Proxy
] Backup Proxy

Name

Proxy/BackUp Proxy

By submitting this form, | am in agreement that | will fully comply with all the Purchasing Card Program terms and conditions of the Florida State University and Bank of
America.

Dean/Department Head

By approving this form, | am in agreement that the Proxy designated above is responsible to log/ review and reconcile all departmental charges procured with the Florida
State University VISA Purchasing Card. This individual is aware of acceptable purchases within the Authorized Budget(s), and will fully comply with all the Purchasing Card
Program terms and conditions of the Florida State University and the Bank of America.

Budget Account Manager

By Approving this form, | acknowledge that Florida State University VISA Purchasing Card has been issued to individual(s) within this department, and the Purchasing card
utilizes unencumbered money.
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