JOB AID FOR SPEARMART REQUESTERS
THIS JOB AID IS FOR THOSE INDIVIDUALS THAT HAVE THE FSU_PO_REQUESTER
ROLE IN OMNI ONLY. THIS ROLE ALLOWS YOU TO CREATE REQUISITIONS IN THE
OMNI FINANCIAL SYSTEM TO OBTAIN GOODS AND SERVICES.
If you do not have the above listed role, then you should close this document and use the job aid
titled “SpearMart SHOPPER AND ASSIGNING CARTS”.
IMPORTANT NOTE: Requesters should not enter SpearMart through the “myFSU SpearMart”
link on the MyFSU portal page. Always enter SpearMart through Financials>eProcurement>
Requisition. If you enter via the SpearMart icon, your Shoppers will be unable to see your name
and/or assign carts to you.
There are two types of catalogs to use when shopping in SpearMart. Hosted catalogs are those that are
uploaded directly via Excel spreadsheet and the user will see a list of items that are contained in the
catalog. To see pictures, click on the URL for a picture of these items. You can compare items when
using Hosted catalogs. When using these catalogs, you never leave SpearMart. Users can save favorites
using hosted catalogs. Punch-out catalogs are larger catalogs and when selected the User will go into the
supplier’s actual web site. You will create a cart in that site, then “submit” or “checkout” to complete the
order and be sent back into OMNI, where you can then save the cart. Punch-out catalogs do not allow
Users to save favorites.
THIS PART OF THE JOB AID SHOWS YOU HOW TO CREATE A REQUISITION AND SHOP
AT THE SAME TIME
Log in to myFSU portal using your User ID and Password.

Click the “Fi” icon at the top left of the screen to get into Financials.
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As a Requester, you can enter a requisition and shop at the same time. The first example is how to enter a
requisition and shop using a Punch-out Catalog. For this example, CDW Government is the supplier used
to order.
Navigation: Go to: eProcurement>Requisition to create a requisition.
The requisition template will open up and you will enter the Supplier ID for the Supplier “To Be
Determined”, which is 0000005914, the Ship To code that coincides with where you want the order
shipped, the Due Date (defaults to two weeks if left blank), and the Dept ID, Fund, and Project (if
applicable) that this order is to be charged against. Then hit “OK”.
NOTE: Do not enter a category code or unit of measure.

On the next screen, select “SpearMart PunchOut” to get into the SpearMart site.
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The SpearMart page will come up. Select the catalog you want to go to by clicking the icon for that
supplier. This example will be for CDW-G.

When in the catalog, search for the item(s) needed. In the CDW-G site, you can enter the item name or
number in the Search field as shown below.
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The search came up with a list of several HP monitors and two were selected for this example. Click to
update the quantities as needed and click “Add to Cart” to add these items to the shopping cart.
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When no more items are needed, verify all items are in the cart and click “Checkout”.

Each site is a bit different, so for CDW-G, you will see this page. Click “Transfer Shopping Cart” to
continue with the checkout process.

5

Once completely checked out with the supplier’s site, the cart must be saved in the SpearMart site. Below
is the cart in the FSU SpearMart. Click “Save” to ensure the cart is saved. To continue with your
requisition and order the items, click “Proceed to Checkout”.

Click “Submit Cart to SpearMart” on this page to continue and return the cart to your requisition that was
created.
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At this point, you are back in the myFSU site and notice that the supplier is now “CDW Government”,
pricing is what was in the catalog and quantities are set. You cannot change this information unless you
go back into SpearMart to update the shopping cart.
The only changes/updates recommended at this point are, if required, changing the Category Code from
an Expense (EXP) code to an Operating Capital Outlay (OCO) code for items that cost $5000 or more and
have a life expectancy of one year or more. (See page 21 of this job aid for instructions).
Click “Save and Submit” to send this requisition to your approvers for processing.
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The below screen is the confirmation that you submitted the requisition and it is awaiting approval.

Congratulations! You have shopped and created a SpearMart requisition!
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TO CREATE REQUISITION AND SHOP AT THE SAME TIME USING A HOSTED CATALOG
There are several choices to use when searching for items in a hosted catalog. Demonstrated below is a
simple word search.
You would create the requisition just as shown above in the first few pages of this job aid until you get
into the SpearMart site. If you know the item is available via a hosted catalog, use the following search
choices.

To search in a hosted catalog you can either enter a word directly in the long blank field to the left of the
“Go” button as shown above or click on the advanced search link to open up for a more detailed or
filtered search as shown below.

Special Note: If you see “Order from Supplier” next to an item in the list that comes up in your search, it
means the item is from a punch-out supplier and you must go to their site to order the item. Click the link
circled below to go directly to that supplier’s site to order that item.
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When you click “Search” you will get results for all items with the word(s) entered in the descriptions.
Some of the results can be from punch-out catalog suppliers as shown in the first line below.

The above search resulted in 516 items that contain the word “toolbox” somewhere in the description.
To the left you can see which suppliers have the items that make up the results. You can filter the search
further down by clicking on the specific filter type you want to reduce the number of items being viewed.
Click the filter icon in the box that you want to use to sort. For this example, the supplier filter (See
above arrow) is being used. When the filter icon is clicked, a box (shown below) will pop up and you can
click on one or more suppliers whose products you want to see. Then click “Filter”. Below only Lowe’s
was selected.
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You are now only seeing Lowe’s toolboxes. Click on “show all” to remove this filter if needed.

You can refine the search further using additional search criteria or filter the current results (left column)
or select an item and enter a quantity.
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When you are done selecting items for your cart and need to checkout and go back into the requisition, go
to the top right of the screen and click on the cart. When the cart box opens, then click “Checkout” to
continue to return to the SpearMart site.

Once done, you will see the page below. Click “Submit Cart to SpearMart” again.
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The cart will look like the picture below. Click ”Save” to ensure your cart is saved in SpearMart. To
submit the cart to OMNI, click “Proceed to Checkout”.

You are now back in your OMNI requisition. Click on the “Save and Submit” to send your requisition for
approval.
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Once submitted, the confirmation screen will come up giving you the requisition number.

.
Special Note: When you see your requisition, verify that the correct supplier is listed and the items are
correct. If “TBD” or “To Be Determined” is showing instead of the supplier you wanted (see below),
click on the blue link under “Description”, which will take you back out to SpearMart cart and you can
resubmit the cart again. Do not submit requisitions that are not reflecting the correct supplier name.
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TO CREATE REQUISITION USING A CART ASSIGNED TO YOU BY A SHOPPER
Step #1: When one of your shoppers assigns a cart to you, an email notification will be sent to your email
address. The Shopper’s notes will be reflected on the email notification, so take note of the budget
information and any other notes sent by the Shopper to you. Below is an example of an email.
Re: A shopping cart has been assigned to you
Cart Name: 2015‐08/04 NMILBURN 01
Prepared for: Nancy Milburn (027)
Prepared by: Nancy Milburn
Dear Nancy Milburn
A shopping cart has been assigned to you BY Nancy Milburn (nmilburn@fsu.edu). The shopping cart can be
accessed for review in "Draft Carts" or by selecting the URL below.
https://solutions.sciquest.com/apps/Router/CartList?AuthUser=716624&tmstmp=1433533004112
If applicable, the user has submitted the following additional comments:
Please put on budget 027000‐110 and ship to UCA1400.
If you have any questions with regard to this shopping cart, please contact your SelectSite Support Team.
Support Team Contact Information:
+1 (850) 644‐6850
SpearMart@fsu.edu

When you receive the email notification, to process this shopping cart to a requisition that will go to the
supplier and order the items do the following:
Log in to myFSU portal using your User ID and Password.
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Click the “Fi” icon at the top left of the screen to get into Financials.

The requisition template will open up and you start the requisition as you did in the previous examples.
Enter the Supplier ID for TBD (to be determined), which is 0000005914. Then enter the the Ship To code
that matches where you want the items shipped, the Due Date (defaults to two weeks if left blank), and
the Dept ID, Fund, Project (if applicable) that this order is to be charged against.

Note: The SpearMart Shopper that assigned you the cart is responsible to tell you what Dept ID, Fund,
Project to use for each requisition. This info should have been in the email they sent to you.
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Once you are in the SpearMart, you can click on “Action Items” to find the cart assigned to you.

When you click “Notifications” in the top, a box will open to allow you to see the cart.

Click on the cart name to open the cart and submit it to the myFSU portal in the requisition you created.

17

Click “Save” to save the cart in the SpearMart site.

Click “Submit Cart to SpearMart”
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This page shows up so you can review your order. Again, check for the supplier name, correct quantities,
etc. then you can “Save and Submit” to send your requisition for approval.

Verify the correct supplier name, quantities, and prices all came over in the requisition. If “TBD” or “To
Be Determined” is showing instead of the supplier name appropriate for that cart, click on one of the blue
links under “Description”, which will take you back out to the SpearMart cart and you can resubmit the
cart again. Do not submit requisitions that are not reflecting the correct supplier name. Once you
determined the information is correct on the requisition, click the “Save and Submit” to submit your
requisition to your department approver.
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Congratulations! You have successfully submitted the cart that was assigned to you!
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TO CHANGE A CATEGORY CODE FROM EXP TO
OCO ON AN EQUIPMENT ITEM.
Go through steps to create the requisition and bring back an item into OMNI to submit. All the category
codes in SpearMart will come into OMNI as EXP category codes. If you see that an item is OCO (costs
>=$5000 with life expectancy of one year or more), you must change the category code to OCO in OMNI
when the cart is brought back. To do this, click on the details icon to the right of the price for that
particular item or all items that need to be updated to OCO category codes. This is the ONLY change
you should make to the category codes that come from the SpearMart catalogs.
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The below page will open up and the category code that came over from the SpearMart is listed on this
page. Make note or copy this number to find a corresponding OCO category. Then hit “cancel” at the
bottom of the page to return to the previous page.

When you get back to the Checkout page, click “Mass Change” to update the category code.
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This page will open up and you can search for the OCO category that matches the EXP code that came
from the SpearMart catalog.

When you do the search, you will get the EXP category and the OCO category code that applies. Select
the OCO category code by clicking the link as shown below.
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The OCO category code will be populated in the field when it takes you back to the previous page. Click
“Ok” to continue to the Checkout page.
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Special Note: If you cannot find the exact item with an OCO code to match, then remove the last two
digits from the code you entered. If you still do not get a matching OCO, remove the last two digits again
and then search. There may not be an OCO code for all the categories, so you may have to go to a higher
level such as “electronic equipment” vs. “camera” to find an OCO code that will work. Another option to
search for an OCO category code is to click on the magnifying glass next to the Description field, and
enter “contains” in the box to the left, then OCO in the field at the right. This will pull up every category
code that is OCO in OMNI. Select the closest category code to the one you are trying to match, and then
hit “Apply”.
If all the items are being changed to OCO, click the “All Distribution Lines” choice. If only selected
items were changed to the OCO category code, click “Matching Distribution Lines” choice. Then click
“OK”.

To verify, you can click the Details icon again on the Checkout page to verify the OCO category code is
listed for the items changed. See below.
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When you are satisfied that all items are changed to OCO that need to be, click “Save and submit” to send
the requisition to the approvers for processing.
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