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TIPS for Purchase Request in SpearMart 
 

1. Before submitting your order, please check our catalog suppliers to see if the item is 
available through one of them. If it is, please place your order through the catalog 
supplier. 
 
If you receive a quote from another supplier that is substantially lower than the catalog price 
(OR you receive a quantity discount from a catalog supplier), you may submit a non-catalog 
order instead. Be sure to: 

• Attach the quote to the requisition. 
• Note in the comments that the quoted price is lower than the catalog price. 

 
This helps ensure we are obtaining the best available pricing while following procurement 
guidelines. 
 

2. FORMS: 
 

a. NON-CATALOG: This will be the form you use if what you want to purchase is not a 
service and is not available from a catalog provider. *TIP* If you know the supplier’s 
name, you can start typing it OR you can click on the magnifying glass to search.  

 

 
In this example we input Airgas, and you can see we have multiple addresses for Airgas. *If 
you are entering a non-catalog request or any other form request that is not a catalog 
order, do not use the “SpearMart” address. If you use the “SpearMart” address, it will not be 
able to process correctly. 
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The answer to “Was a contract executed in the Contracts module” is no unless you already 
have an executed contract. Do not enter ITN, ITB and Quote numbers in this section.  

 
 

3. COMMODITY CODE: Click on the magnifying glass to search: 

 
Type in the description what best describes what you are purchasing. Try to be as specific 
as possible, although you may have to use different terms until you find one that fits best. If 
you do not find an exact match, try a similar name/description.  

Hints: 

Codes that end in 01 are generally OCO 

Codes that end in 02 are generally maintenance/repair 
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You can type in ‘serv’ & this will pull up service-related commodity codes: 

 
For live plants (trees, etc.) use the first one (see below). The bottom 3 are services and 
should not be used unless you are using a service request form. 

 
 

4. ITN #, ITB #, QUOTE # - Where to put them on the requisition: 

You can enter the ITN, ITB or Quote number in the product/service description lines of your 
requisition and/or in the external notes section, which is under the accounting codes 
section. 
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AND/OR 

 

 

5. DUE DATE: This date should reflect when you anticipate receiving the good(s) from the 
supplier or, for services, this date should match the service end date. 

 

6. SERVICES-FIXED FORM: The Services-Fixed form is the preferred form for all service 
purchases. For service quotes with multiple quantities, enter the total quoted amount rather 
than the individual unit price. This ensures the requisition reflects the full cost of the service. 
 
The Services-Fixed form is amount-based rather than quantity-based. As a result, multiple 
service line items from a quote may be combined into a single line on the purchase order. 
 

Note: If you are using a request for service on a piece of equipment, please include the make, 
model, and serial number of the equipment. If it has a property tag, include the number of 
the tag. If it is a service contract and is priced/billed according to which services were 
performed and they are unknown at the time of requisition entry, attach a fee schedule/pricelist 
of all that could be performed/provided for this contract period.  

 

FINDING THE DESCRIPTION: 

The description for a service is what the supplier is to provide/perform. For example, on the 
below quote, the description section is what to be entered into product/service description box. 
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This would be entered on a services fixed form because at least one item on the quote 
has a quantity of one. 

PURPOSE: Why do you need this service? This is an “overview” of the project and 
explains the reasons for pursuing this project. 
Ex: A boiler needs a valve replaced, but why? These questions are not to make life 
more difficult for you, but they are to help in the event of an audit. Including the 
necessary details with the order helps ensure audit questions can be answered quickly 
and accurately, avoiding the need for additional research later. 
 
SCOPE describes exactly what is being purchased and provides enough detail to 
answer: 

o What work needs to be completed?  
o What outcome is expected?  
o What will each party provide to ensure the work can be completed successfully? 

 
7. SERVICES-VARIABLE FORM: The Services-Variable form is used when a service line has a 

quantity greater than one. Whether the quote contains one line or multiple lines, the quantity 
on each line determines which form should be used. If any line has a quantity of one, use the 
Services-Fixed form instead. 
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Note: If you are using a request for service on a piece of equipment, please include the 
make, model, and serial number of the equipment. If it has a property tag, include the 
number of the tag. If it is a service contract and is priced/billed according to which services 
were performed and they are unknown at the time of requisition entry, attach a fee 
schedule/pricelist of all that could be performed/provided for this contract period.  

Example of a Services-Variable quote is below.  Since this service has been provided 
at an hourly rate, that makes it a variable service.  

 

 
 

8. SOFTWARE/SERVICES REQUEST: All software or web services purchases should be 
entered using this form. For software subscriptions or licenses, the service dates must be in 
the product/service description of the form.  

This form contains questions that ITS requires in order to review and approve the 
request. Start by completing the General Information section just as you would on a 
Non-Catalog form. You must complete the Software Checklist section. The Sole 
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Source section should only be completed when the product can only be purchased 
from one supplier and no alternative source exists. 
 
 

9. BLANKET: A Blanket Purchase Order (BPO) sets aside a predetermined amount of money 
with a supplier for repeated purchases over a specific period. Unlike a standard purchase 
order, a BPO is not tied to specific line items and is commonly used for services and 
consumable supplies. NOTE: Only ONE change order is allowed per fiscal year per PO. 
Before creating a Blanket Purchase Order, review prior purchase orders to estimate the 
amount needed as accurately as possible and reduce the likelihood of amendments later. 

 
10. CHANGE ORDER:  

1. Pricing and quantities cannot be changed on any catalog (punch out or hosted) order. 
2. Supplier names and supplier addresses cannot be changed on any orders. The 
Requester must cancel the original PO and submit a new requisition. 
3. Blanket request forms and Services fixed forms process to OMNI as “Amount Only” 
which means you receive the amount/price of an invoice and not the quantity. 
4. Changes to budget cannot be made once the PO is received, invoiced, and/or 
vouchered against. Note: If a PO has ONLY been received on, you can delete the 
receipt(s) and then submit the change order request. If PO is invoiced or vouchered, 
you will need to submit a DOL to Accounts Payable. 
5. Description changes cannot be made once the PO is received, invoiced, and/or 
vouchered against. 
6. Ship to addresses cannot be changed.  
7. Changes cannot be made to a PO once the due date has passed. 
8. If a credit has been received for a PO, it must be in “paid” status prior to submitting a 
change request to close a PO. 
 

11. PO DUE DATE EXTENSION/ROLL REQUEST: Use this form to request a change or an 
extension of the PO due date and corresponding service end date. Please note that due dates 
cannot be extended once they have expired, and a PO may only roll into a new fiscal year 
once. For a full list of requirements and limitations, review the PO Due Date Extension form in 
SpearMart. 
 
 

12. CONFIRMING ORDER (After-the-fact orders): Retroactive commitments do not guarantee 
payment. University personnel must have an approved payment method, such as a valid 
Purchase Order, in place before services begin or goods are ordered. Failure to do so 
constitutes a violation of University policy. 
 

For a Confirming PO, enter the date the order was placed with the supplier as the 
Confirming Date. The "What steps has the department taken to prevent repetition 
of confirming purchases in the future?" field should include a detailed prevention 
plan describing how similar situations will be avoided going forward 
 
If submitting a Confirming PO without an invoice, please confirm with the supplier that 
the price on the Confirming PO is correct and will match the invoice.  
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Changes cannot be made to a Confirming PO. If any changes need to be made a 
Confirming PO, the Confirming PO will need to be canceled and a new PO with the 
correct information will need to be submitted.  
All confirming requisitions are subject to review by Procurement Services. Requests 
may be returned or denied if the purchase was not the result of a legitimate emergency 
or if sufficient time existed to obtain a purchase order before placing the order with the 
supplier. Disapproval may result in the individual who made the unauthorized 
commitment being responsible for the associated costs. Direct pay requests will 
not be processed by Payables & Disbursements Services or University Business 
Administrators when a purchase order was required and could have been obtained 
beforehand. 
 
In the event of a legitimate emergency when the University is closed, or while traveling 
without a P-Card and no P-Card payment option is available, document the nature of 
the emergency and submit all supporting paperwork to Procurement Services on the 
next business day. Procurement Services will review the request and approve it if the 
emergency criteria are met. 
 

13. SOLE SOURCE: Most forms include a section for Sole Source information & documentation. 
This section should ONLY be used for orders that are over $150,000 and there is no other 
supplier that can provide that item or service. You would select “Yes” for the sole source 
question, complete the bottom of the form request, then fill out and attach the required Sole 
Source Exemption form. 

 

 

For more reference information, go to the Procurement Services website and look up “How to Buy”:  

https://procurement.fsu.edu/resources/how/buy 

The shopping guide can be helpful for locating contract suppliers: 

https://procurement.fsu.edu/how/buy/shopping-guide 

Procurement Quick Reference Guide: 

https://procurement.fsu.edu/sites/g/files/upcbnu4846/files/media/img/Procurement_Quick_Reference_Guide_202505
22.png 

Expenditure Guidelines on the Controller’s website: 

https://controller.vpfa.fsu.edu/sites/g/files/upcbnu1236/files/documents/Accounts%20Payable/Expendi
ture_Guidelines.pdf 

 

Additional Training: You will find job aids for the above referenced & additional info here: 

https://procurement.fsu.edu/Training 
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