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Qverview
This job aid will discuss how you can create “favorite” carts for goods and services that you requisition for on a regular

basis without having to create a new cart each time an order is placed.

NOTE:
Your accounting information, due dates, and shipping information will need to be entered on each requisition on the check
out screen prior to submittal.

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:

myF SU Links

You will begin by creating a new requisition in SpearMart. This example will be utilizing a non-catalog
request, but the same steps can be followed/used for any of the other manual forms.

On the SpearMart Home page, select the non-catalog request form:
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Once the form opens, fill out all of the pertinent information required for your order:
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D Form * Non-Catalog Request

Contracts
Supplier @ New Supplier Information (if applicable) @
Suppliers
If you do nat knaw the supplier, choose "Supplier Not Known" as Fill out all fields in this section if you need to order from a new supplier
the supplier name. that does not currently exist in the system.

Sourcing
1f you know the supplier but they are not in the system, select
*Supplier Not Available” 35 the supplier name and fill out the

Reparting
e supplier information in the section to the right

Supplier Name

Administer
EINor SSN
Existing Supplier

Setup

Supplier Address
PUBLIX SUPER MARKETS X

Supplier *
PUBLIX SUPER MARKETS x 20 characters remaining
LAKELAND FL-ACH @ Supplier Contact Name
Fulfiliment Addrass 800 OCALARD
TALLAHASSEE, Florida 32304 Supplier Contact Email
United States

Supplier Contact Phone

Distribution Method * N

The system will distribute purchase orders using the methad(s)

ated below
[[] check this box i distribution

Email (HTML  spearm an@fsu.edu
Body)

4

expand | clear

All =

@) AGGAER revised its Service Privacy Policy effective May 25. 2018. By closing this banner. you acknowledge thet when you use cur Solution. we process your persor

Form * Mon-Catalog Request

Contracts Was a contract executed in the Contracts module for

() Yes

Supgliers

Sourcing If yes was selected. please enter the system-generated contract number (Fiscal Year-Work Group-Number):

Reparting {Manual entry field)

Administer

ts with monogra)

Product/Service Description ™ White lzb eo

#

220 characters remaining expand | clear

Quantity 10

Unit of Measurement

(Packaging) EA-Each

Unit Price ™ 2000

Cemmedity Code ™ 41100000 a
Catalog Ne.

Manufacturer Name

Manufacturer Part No

€ JAGGAER ravised its Sarvice Privacy Plicy effective May 25, 2018. By closing this banner, you acknowladge that when you use our Salution, we

© Florida State University Procurement Services
A1400 University Center, Tallahassee, FL 32306-2370

Revised 10/2023

Page 2 of 5



MART

FLORIDA STATE UNIVERSITY

Once that is done, scroll to the top of the form and click the “heart” icon:

Form * Non-Catalog Request

Non-Catalog Request

Use this form if you need to order a product that does not currently exist
in a hested or punchout catalog. Do not use this form to order Services.
Please use a Services Request Form.

PROCUREMENT
SERVICES

Close Add And Ga To Cart -

From there, the screen below will appear. For Step 1, fill in the Item nickname & Description boxes with the
appropriate reference description. For Step 2 click the “Add New” drop down and select “top level personal

folder.”

Add Favorite

( Step 1: zlit Item Details
UPER MARKETS

Item Nickname *

Lab Coats

Description white lab coats with

monegramming

B CTaTACIETS TeTTag

Step 2: Sklect Destination Folder
3 ) (7 New ~
ﬁ Top level personal folder

Subfolder of selected folder

4 Personal

You have no personal favorites.

4 Shared

You have no shared favorites.

* Required Save Changes Close

Enter in your Name & Description and click Save
Changes
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Your personal folder will appear, then click save changes:

Add Favorite

Step 1: Edit Item Details

PUBLIX SUPER MARKETS

x
Item Nickname White lzb coats with manogramming

Description Lsb costs

A4

481 characters remaining

Step 2: Select Destination Folder

Add New a

< Personal

e nance
< Shared
Facilities Forms
» FSUForma

» Organization Favorites

Procurement Only

Y —— =

You will see this message appear at the top right-hand side of your screen when complete:

1 as deseribed in our Service Privacy Pelicy.

# SUCCESS
Product has been successfully added to Favorites

From there, click “Add and Go to Cart” as normal and either assign or proceed to check out.

Form * Non-Catalog Request O .. Close -

Non-Catalog Request

Use this form if you need to arder a product that does not currently exist
in s hosted Do nat use this form to
Please use a Services Request Form.

PROCUREMENT
SERVICES

Al Search (At+Q) Q wooous0 w o ) Dy

“““““ es | Forms | Non.Catalog Request | Quick Order  Erowse: Suppliers | Categories | Cantracts | Chemicals

[ p— B
Search for producte, suppliers, forme, part number, ete.
& sourcing /

1l Reverting

BEEEEE Requisition Forms . Catalog Suppliers .
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Campus Supplies for Ramp-Up Activities

Blanke: Order Request

—
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Your list will appear and you can click on the item needed:

faaarr

Shop » Shopping » View Favortes

@ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we

Favorites ? Manage Favorites

Contracts Qusearch | AddNew v Click Add New to beqin creating a folder or select a folder to view the contents.

Expand All | Collapse Al

Suppliers 4 Pel I

computer maintenance

ey lab coats

« Shared

Facilities Forms

Reparting

-

F5U Forms
Adminiater

-

Organization Favorites

Procurement Only

Setup

Then click the “View Form” button:

Favorites ? lab coats 2

QSearch  AddNew w lab coats
ExpandAll | Collapse Al (] Display items that are no longer available D B
4 Personal _
[}
computer maintenance B . ) -
-p White lab coats with monogramming from PUBLIX SUPER MARKETS 200.00 00
Iab coats U

DO NOT USE THIS FORM FOR SERVICES - USE A SERVICES REQUEST FORM. EA

+ Shared
Lab coats ~
Facilities Forms fove | Copy | Delete
» FSUForms

» Organization Favorites

Procurement Only

All of your form data will appear, and you can just make any necessary edits, then click “Add And Go To Cart” to assign your
cart or check out. For additional help on either of these actions, see the Complete a Requisition or Assign a Shopping Cart
Job Aid.

Form * Mon-Catalog Request QM ... Close -
¥ yes d, plesse enter the d incal Year-Work
{Manual entry field}
Product/Service Description ™ White lab coats with managramming
Vi
221 charactes remaining expand | ciar
Quanity * | 0
Unit of Measursment n-tech
(Packaging)
unit Price * 2000
Commodity Code * 41100000 xQ
Gatalog No
Manufacturer Name
Manufacturer Part No
Comments:
Vi
1000 characters remaining exman | ciear
Total 200.00 USD
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