AMART o8 A1
. Shopping from a Punch-Out 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

A Home WAE‘T All - Search (Alt+Q) Q 100USD W v \m @1
@ JAGGAER revised its Service Privacy Policy effective May 25, 2018. By closing this banner, you acknowledge that when you use our Solution, we process your personal information as described in our Service %
Privacy Policy.
B o Shop * shopping Dashbeard a +
iy Order
Q  contrac

Suppliers N _ N .
to: Favorites | Forms | Non-Cataloghem | Non-Catalog Request | Quick Order  Erowse: Suppliers | Catagories | Contracts | Chemicals

Qi Reporting
¥ Adminiser
Lab Supplies o
Q  enu Search Sofiware Requeat . - -
Airnas o [ [ 20240 CARALING

rs Eowered by JAGGAER | Frivacy Palcy

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 training will focus on shopping from a Punch-out catalog. To select a catalog, click on the icon for that supplier.
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For this example, B&H will be selected.

Lab Supplies v
Airgas S s i, CARGLINA gig
Gases / Cylinders Diagnostics & LifeScien-Hosted Biological Supply-Hosted Lab products - Specialty Biological Supply Lab Supplies -Hosted

M vwRe S (G}~

MilliporeSigma - Lab Supplies Lab Supplies Lab Supplies

Books/Office Supplies o

Publication Material Office Supplies Amazon

Technology v

2 FsU
. Bookstore

IT Products & Accessories A/ V Equip & Supplies Apple Products & Access-Hosted IT Products & Accessories IT Products & Accessories

MRO/Facilities/Paper Products v

B SFERGUSON SEADVER i BRGH
Tools/ Maint/ Repair Tools/ Maint/ Repair Tools/ Maint/ Repair Tools/ Maint/ Repair RGH Enterprises, Inc.

It will take a few seconds to take you to the supplier's web site. All items on the site will reflect the FSU contract pricing.
When you enter the site, you will land on the supplier's Home page. Each supplier’s catalog will look different.
You can search different ways. For the first search, “plantronics headset” is entered.

@aza plantronics headset The Professional’s Source Since 1973 B My Cart

Photography Computers. Pro Video Lighting Pro Audio Mobile TVs & Entertainment Camcorders surveillance Optics. Audio-Visual More...

: ki B2B IT Services  B2B Support @

Note that there are 187 results for this description because it was very broad. You can filter the search using the choices
on the left-hand menu to reduce the results.

Showing results for “plantronics headset”
1-30 of 187 See 71 Results in Used

=
Filter by: Savings & Stock ~ | Sortby: Relevance v Change View:
st
Categol A . . . 2 Rec £505.0
BOsY Plantronics Savi 8220 Office Wireless $287¢%
Telephone Headsets DECT Headset System
R e Add to Cart
Computer Headset Accessories BLH # PLWB220 MFR # 207325-01
Headphone Ear Tips & Cushions ek ok 56 Reviews In Stock
Free Shipping
Bluetooth Adapters Key Features
5 + Over-the-Head Design
Gaming Headsets « 580" Wireless Range
+ Upto 13 Hours of Talk Time
Add to Compare + Multi-Device Connectivity
Brand - Show More ¥
Available in other Styles, Configurations & Kits
Logitech
Plantronics

Plantronics Voyager Focus UC Bluetooth  $181%%7 5%

Savings & Stock A Headset with USB Type-A Adapter for
Standard UC Applications

Free Shipping
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For this example the “telephone headsets” filter is selected.
After the filter, note that there are now 94 results to look through to find what you are looking for.

You can scroll down until you find the type of headset you are searching for. This search is for file folders with tabs.

When you find the correct item you want to review, click the description link to select the item.

Showing results for “plantronics headset”

1-300f94  See 71 Results in Used

Filterby: | Savings&Stock ~ | Sortby: | Relevance ~

Category a Filtered by:

Wi Telephone Headsets
Computer Headset Accessories
Headphone Ear Tips & Cushions
Bluetooth Adapters

Gaming Headsets

Category: Telephone Headsets

=2
Change View: E
Plantronics Savi 8220 Office Wireless $287% .
DECT Headset System
Add to Cart
* %k % 3 56 Reviews In Stock

Free Shipping

Key Features
* Over-the-Head Design

Savings & Stock A « 580’ Wireless Range
= Up to 13 Hours of Talk Time
Free Shipping O « Mut.Device Connectivity
Show More =
Rebates
In stock Available in other Styles, Configurations & Kits
New Release
i 385
L . A\ Plantronics Voyager Focus UC Bluetooth  $181

To add the item to your cart, enter a quantity, then click “Add to Cart”.

Home » Computers » Networking > Voice Over IP (VolP) > VoIP Headsets > Plantronics Savi 8220

BH #PLWB220 - MFR#207325-01 % % % 7

]
E
| |
[

S6reviews 4 Questions, 9 Answers

Plantronics Savi 8220 Office Wireless DECT Headset System

plantronics.

Authorized Dealer

In Stock # share £ Print
$287.63.

KE

-

Want it Mon 12/19? Order now w/
FedEx Ground Delivery to
Tallahassee, FL
Version
‘ office || uc
Kit Configuration
| Headset only ‘ With HL1O Handset Lifter
Workspace
e— |

More Options ~

The item will show up in your cart. (Noted below.) From here you can click on the “My Cart” icon at the top right of your
screen to proceed forward or you can search for more items. For this example, a search for more items is the action

taken.

Audio-Visual

More...
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Another type of search is when you already have the item number. For this example, the item number is entered.

The item comes up, then click “Add to Cart” to add this item.

LaCie 18TB 1big Dock 6328

B&H # LASTHS180008 MFR # STHS18000800

Y% K K Jo 23 Reviews
In Stock

Key Features

« 18TB IronWolf Pro 7200 rpm SATA 3.5" HDD
« 2 x Thunderbolt 3 | 1 x USB 3.0 Type-A

« DisplayPort 1.4 Output for 8K Displays

« SDXC and Compact Flash Card Slots

Free Shipping

Show More ¥
D Add to Compare

Available in other Styles, Configurations & Kits

Again, the item will show as being added into the cart and you have choices. We will now click “My Cart” to complete this
catalog order. Your shopping cart will appear, and you will click the “Submit Cart to eMarket” button.

@My Cart v

MY CART ssast1227515
e
Select All Quantity Price
LaCie 18TB 1big Dock
BAH ALASTHS180008 | MFR 85T o
- - 1 $63281 x

Item Total: $632.81

Plantronics Savi 8220 Office Wireless DECT Headset

System

S 1 528763 x
& BEH WPLINEZZD | MFR 82073250

Item Total: $287.63

HELPFUL LINKS CALCULATE SHIPPING & TAX

> Shipping Information > Your Privacy and
" . Security
Our Retrn Policy Shipping

SubTotal: $920.44
Est. Taxe @ Calcuiate Above
Shipping: Calculate Above
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+

- ‘Search (1+0) a  omaun w D Sy

@ JAGGAER revised its Sarvios Privace Polic effective May 25, 2018 By closing this banner, you acknowledge that when you Lze our Solution, we process your peraonslinformation as described in our Service Privacy Policy:

PR Shosping Cart + 166090842 & o} msmon
9 Simple Advanced Details. -
%

i~ Geneva (Adm) Miller
& - O-
IIL B & H FOTO & ELECTRONICS CORP - 2 Items - 920.44 USD :
& SUPPLIERDETAILS I @ secamnass PO BOX 5695, NEW YORK, New Yok 101 ¥

Item Catalog No. Size/Packaging Unit Price Quantity Bxt. Price Total (920.44 USD) v

ﬁ Total 920.44

1 8T8 1big Dock LASTHS180008 LASTHS180008(16364 EA 63281 1EA 63281 O

65-REG)

A MEMDETALS €

Madia storage dovices (741153}

55 DECT Headset System PLB220 PLWB220(1437047RE  EA 267.63 EA 268763 O
©)

~ MEMDETALS &

You have now pulled your cart back into the SpearMart and can click “Proceed to Checkout” or “Assign Cart”. If you
know the shipping information, budget, needed for this order, you can click “Proceed to Checkout” to enter all that

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

Assign Cart To: 1o value

or SEARCH

Note To Assignee:

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 4 User Name Email Phone

Holmes, Glolade 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, Dlolade
OF SEARCH

Add to Profile

MNote To Assignee:

p
w
St

These are for Biology lab staff

Close

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

© Cart Assigned

Requisition Summary

Requisition numbe;

Cart name

Cart total

Number of line items

166090842
2022-12-14 gamiller_lu 01
920.44 USD

2

Options.

Create new draft cart

Recent orders

Return to your home page

You have successfully assigned your cart to a department Requester!

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

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

Owner/Request
er

Budget
Override
Granted

Request
Budget
Override

Request

Requisition « 166090842
Summary PO Preview 0 t 1
General
Cart Name 2022-12-14 gamiller_lu 01
Description no value
Priority Normal
Olf:p’r Geneva A. Miller
Submitter

Geneva (Adm) Miller

false

Shipping

Ship To

ATTN: Geneva (Adm) Miller
RM/FLR/STE: A1400

DEPT: Procurement Services
282 Champions Way

Univ Ctr A

Tallahassee, FL 32306
United States

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, Tallahasze.

Magnet Lab Receiving - James Carroll Johnson, [RM/FLR/STE#, Procurement Services, 1300 E Paul Dirac Dr. Magnet Lab R.

Mag Lab| ¥ (1 | Results PerPage 1p v

fields

* Required

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

Ship To *
) No address asaigned
ot b eceima - To save this address in your
P James Carroll Johnaon [] 26 tomyaddrasses @ profile, you can click the “Save
this address for future use’.

Procurement Services

Address Line 2 Magnet Lab Receiving

City Tallzhassee
State FL
Zip Code 3z310
W

Close

* Required fields

To save this address in

. *
Ship To

© No address assigned
(®) Magnet Lab Receiving
-

ATTN

RM/FLR/STE: *

* Required fields

James Carrall Johnson

Procurement Services

1800 E Paul Dirac Dr
Magnet Lab Receiving
Tallshassee

FL

32310

 Addto my sddrenses 4/’/

Nickname *

Mag Lab Receiving

-

your profile, you can click
the “Add to my addresses
box.”

To save this as a default, click
the “Make default” box.

Click “Save” and the address will
populate the “Shipping” field.
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To edit accounting information, click on the pencil icon.

Accounting Codes &
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 FPart
novalue novalue  novalue no value  novalue no no no value  no value novalue novalue nowvalue novalue 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”.

Organization Values /

FSU01 - Florida State University — mion ™ Department * = Fund * = PC Buziness Unit Project-Activity = Sourca Type = Category

Accounting Codes

Business Unit GL * Location * Department ® = Fund * = PC Businesa Unit Project-Activity = Source Type = Category

e Filter . TR H H
Click the “+” sign to add the location.
Clear All Fiers.
¢ » Page of 32 -20 of 632 Results 20 PerPage ¥
value T Description
002240100 MAG LAB - GENERAL SCIENCAQ100 -
0022A0100A MAG LAB - GENERAL SCIENCAD100A -
0022401008 MAG LAB - GENERAL SCIENCAD100B -
002240100C MAG LAB - GENERAL SCIENCAD100C +
0022401000 MAG LAB - GENERAL SCIENCAO100D -
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 6L * Location* PC Business Unit Project-Activity = Source Type &
e
* Required fields save Glose
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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

Organization Values value Deerrintion Filter
Business Uit 6L ¥ Location * Search e PC Business Uit PrjsctActity = SaurcsType = Catsgoy
Clear All Fikers
F8U01 [ 0223414004 [ Search [ Search
< > Page 1  ofz200 12D of 4000 Results 20 Per Page ¥
v

Value T Description

< )
001000 President's Office -

* Required ilds n Clse

. 001001 President’s Office Overhead -
001002 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
Cancel

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.

Custom Field Search
227000 Description Filter
Clear All Filiers.
value T Description
227000 Matl High Magnetic Field Lab +

Cancal

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

Busineas Unit GL * Logation * DepartmentID * = Fund * = PC Business Unit Project-Activity = Source Type = Category
FSUD1 . 0223414004 P’ 227000 " Search

= >

% Required fields “ €D

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 * = Fund * = FC Business Unit Project Activity = Source Type = Category

FEUO1 " 02234714004 [ 227000 v Search

 Recured s el -
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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
110 - E&G General Revenue | falue | Description I = l

Accounting Codes Organization Values Clear all Fileers
Business Unit 6L ™ Location * Department D * = Search PCi
< > Fage 1 of o 120 of 168 Resulta 20 Fer Fage =

FSU01 « 0223414004 ¢ 027000 " 110

wvalue T Description
S )
120 E&G Student & Other Fees -+
121 Tuition Differential -+
125 E&G Student Fees-Carryforward -+
126 Tuition Differential-Carryfwd -+
130 E&G Educ Enhancement TF -
135 E&G Lemery-Carryforward -+
140 E&G GR-Carryforward -+

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
* Department D * = Fund*® = PC Business Unit Project Activity = Source Type = Category = Subcategory = Chartfield 1 = Chartfield 2 =

Fsuor » cozanaoon oz7a00 p o b [ ] a || et a

Business uniteL ™ Location

<
* e tes

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. b
“fou are unable to proceed until addressed.
Required: Requested Due Date 4 —

Total (10.00 USD) ~

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

.
Bill To
®) CURREMT ADDRESS (3]
Contact Line 2 CTLnveices@fau.edu ] Addto my sddresses
PAYABLES & DISBURSEMENT
Address Line 1

SERVICES

UCA-5607 UNIVERSITY CENT
Address Line 2

ER
City TALLAHASSEE
State FL
Zip Code 32306-2391
Country United States
Search additional . ResuksPerPege 10 w

Requested Due Date ¥

* Required fields . Save

Your requisition can now be assigned to your departmental Requester or you may proceed to check out.
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