AMART jor A0
. Shopping Using a Services Request-Fixed Form

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:

A o D e 7
. v (] £ %
FSU “i7 ©fsu emy HR K1 sc 2 BI
¢
Y A =

) JAGGAER ravised its Service Prinacy Puicy sffective May 25, 2018. By closing this banner, you acknowlsdge that when you use our Solution, we process your personl information as described in aur Service Privacy Policy.

Catalog Suppliers

Gampus Supplies for Ramp-Up Activities v

FSUWwehouce orted Casiog

Lsb Supplies v

‘Mirgas

B
Dingrastis & LieSeien Hostesd

Shoppers may need to enter an order for another supplier that is not included among the Catalog suppliers. To do this,
you will use different forms. Scroll down on the page to find the list of Forms which are found to the left of the catalog
icons. The form you will select depends on the type of requisition you want to enter. For this example, we have a
supplier that has provided a quote for one price to come in and do a one-day training seminar. Therefore, the “Services
Request — Fixed form is selected.

Select the “Services Request-Fixed” Form

Air Purifiers - FSU WAREHOUSE by clicking on the name of the form.
Blanket Order Request

Confirming Order

Emergency Exemption /

Non-Catalog Request
; ) -~ /
Services Request - Fixed I
ervices Request - Variable

Software Reguest
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The form will open. First, you must select a supplier. You can start to enter the name of the supplier or click the
magnifying glass to the right of “Select Supplier.” For this example, the magnifying glass was clicked.

Form * Services Request- Fixed ~

Services Request - FIXED

Use this form to request Contracted Services, Guest Speakers, AirfBus
Charters, or Hotel Services when paying at a fixed dellar amount. If you
intend to pay the supplier via a specific rate (3/hr or 5/day etc.) use the
PROCUREMENT Services Request - Variable Form. See the Independent Contractor
SERVICES Checklist for assi in ining an indivi correct

classification status.

Supplier [7] MNew Supplier (if applicable) [7]
If you do not know the supplier, choose “Supplier Not Fill out all fields in this section if you need to order from a new

Kmown" 35 the supplier name. supplier that does not corrently exist in the system.

If you know the suppiier but they are not in the system, )
select “Suppiier Not Avaitable” 3 the supplier name Supplier Name:
and fill out the supplier information in the section to the

mght.

EIN ar 53N

Existing Supplier

Enter Supplier * Select Supplier

Y.

120 characters remaining expand | clear

Supplier Contact Mame

Supplier Contact Email

Supplier Contact Phone

Enter a supplier name in the field and click the magnifying glass.

Supplier Search

publix| ( Q Clear All Filters

< > Page 1 of 400 1-10 of 4000 Results 10 Per Page ¥

Name

BIO RAD LABRATORIES

All active addresses for the supplier will come up on the list. For this particular supplier, the address used to send orders
to is the Ocala Corners location. To select the address, click the “Select” link for the appropriate address.

Supplier Search X

Clear All Filters

publix Q

Name

PUBLIX SUPER MARKETS
LAKELAND FL-ACH: 800 OCALA RD TALLAHASSEE, Florida 32304 United States
OCALA CORNERS: 800 OCALA RD TALLAHASSEE, Florida 32304 United States

cancel
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Once selected, the supplier address will populate in the form. If you need to change the address, click “select a different

fulfillment center”.

Existing Supplier

Supplier ®

PUBLIY SUPER MARKETS

OCALA CORNERS

800 OCALA RD P
TALLAHASSEE, Florida 32304  °
United States

Fulfiliment Address

Special Note: For SpearMart suppliers, the SpearMart address is the default address. When using the Services

Request — Fixed Form, you must ensure that you are not using an address that says “EMarket or SpearMart”. To change

an address, click “select a different fulfilment center”. Orders will fail if the SpearMart address is used with a Services

Request form.

GENERAL SECTION

Was a contract executed in the Contracts module for this purchase?

If yes was selected, please enter the system-generated contract number (Fiscal Year-Work Gro

{Manual entry field}

Select “Yes” if a contract was
entered into the Contracts
Module for the purchase.

If “Yes” is selected, you will
need to enter that system
generated number.

Next, enter the start date or select the calendar icon to select the date.

Dates of Service
Start Date * M|
End Date * e

Select the date by clicking that day on the calendar. For this example, August 29 is selected for the start date and August

31st for the end date. The end date is the last date that the service will be performed.
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Start Date

L w0 v Augu TP

4 Wz v August ¥ P
End Date
Sun Mon Tue Wed Thu Fri Sat S5un Mon Tue Wed Thu Fri Sat

1 2 3 4 1 2 3 4 3 +]

7 8 Q9 Im N 12 13

7 ] 1 13
14 15 19 20 14 15 16 17 18 19 20
21 22 26 27 21 23 24 23 26 27

~TODAY - CLEAR  x CLOSE " TODAY - CLEAR  x CLOSE

These dates will populate the fields in the form when selected. If the service lasted two weeks, you would pick a different
ending date for this service that is two weeks after the start date.

Dates of Service

Start Date * 08/29/2022
mmudd vy

End Date * 08/31,/2022
mmydd vy

Commadity Code * Search... / ]

Next, click the magnifying glass to find the commaodity code for a training service, since this is for a training seminar. Then
click “Filter” to pull up all commodity codes that match that description.

e
Code starts with._. training|

Clear All Filters
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Note: To find a commodity code, you can enter “serv” because all service commodity descriptions contain these letters or
part of the description of the type of service. Since we already know this service is for training, that is what was entered in
this search. Click “Filter”. The search results show two choices for “training” services. Select the “Education/Training
Services by clicking the “+” button.

Filter

Clear All Filters

Code T Description
42301 500 Aids for medical training (741231} o
26000000 Education/ Training Services (740272) +

The commodity code will populate the field.

Dates of Service

Start Date * 8/29/2022 5]
mmyddayyy

End Date * 8/31/2022 ]
mimddyy

Commuadity Code * 26000000

Enter the description of the services that you are paying this supplier to perform and then enter the “Total
Purchase Amount”, which is the quote amount provided by the supplier for the training seminar.

Dates of Service
Start Date * 8/29/2022 ]
mmdd vy
End Date * 8/31/2022 2
memuiddyyyy
Commidity Code * 26000000 -,
Praduct//Service Description * Supplier to provide traming on food safety
proper food handling techniques, and customer
service.
Y
S5 characters remaining expand | cl=ar
Total Purchase Amount 5: * 250.00
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Enter the required information in each of the fields shown below. Explanations as to what is needed are above each field.

Form - Services Request - Fixed =

BOOFE OF WO (Vhat specifosily oo wou need done? Whit i T qsoied oucamie? Wi will Drovids whiat?)

e

2000 chercten mmeining wgord | cieer

LIDEATION DF WORE: (Whars 15 tha work o be donsT)

52I choesi wrerirg wyord | ceer

DELIVERARL EE AND DELIVERY SCHEDNILE" (Lis! &l cutpuis’owcomas with specific due dates or imeframas)

2000 chereciars sraiving wepord | cleer

OTHER COMBEENTE: (Descrbe amything not covered such as Indusiny spectfic standands That must be adhared 1o, reguined certifcations, eic )
M. for crarters, fleass Indute £ of paasengers, dapariun and arival tnes, plos and drog-off tenes and locsfions, spectfy T snecks o measls amto be
providiac, how many buses needed or fypeof elirplans neadec

273 chereinen weining wperd | cner

r

5L Projact Mo Mame *

F5U Project Mgr Emal: *

\_

‘Cortrachor Project Mgr Mama

Contract Projct Mgr Phora

Cortract Project Mgr Emall

FEU Project higr Phana: * /

Also required is the full name, full phone
number and email address for the

FSU contract manager. This is the individual
at FSU that is responsible to ensure the
supplier provides the full service and they
certify payment is due to the supplier.

Click the appropriate buttons to answer the questions about paying for travel and whether the service is a Sole Source or
not. In this example, “No” was selected or both questions. If you answered “Yes” to either, there are additional fields that

must be filled out.

Note: Travel expenses that are paid via a purchase order must be paid in accordance with Florida Statutes. It is
recommended to have the supplier include their travel expenses in their pricing quote total to avoid having to submit

numerous documents as per Florida Statutes.
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Travel Expenses

|s department planning to arrange or O Yes

pay any travel expenses? ¥ (@ Mo
[OR:

Is this 2 Sole Source * L Tes
(® Mo

If Yes above, please complete the Sole Source Section below.

SOLE SOURCE SECTION 9

Sole Source procurement is when you make a purchase without competition when competition is otherwise
required. Procurement Services makes the final determination if a Sole Source procurement is justifiable. The
essential elements to 3 just sole source include: there is only one good or service that can reasonably mest
the need and there is anly one supplier who can provide the good or service. Best price does not make a good or
service a valid sole source. Please complete the questions below to assist us in making & final determination.
Please also include specifications and a quate (inchuding shipping/handling charges) from the supplier with this
form. For additional details see Sole Source Exemption,

1) Explain your scope of work, needs, requirements, or specifications for a product or service that
could meet your needs:

When the form is completed, scroll to the top of the page and select, “Add and go to Cart”.

VI Close Add And Go To Cart F

~

Note: If you have more than one line, you can click the arrow next to “Add and go to Cart” to get the other options and
select, “Add to Cart and Return”. This will save the first line and then take you to the form to add additional line(s).
When you are entering the last line, select, “Add and go to Cart” as state above to go to the next step.

Close Add And Go To Cart hd ‘

Add to Cart and Return

Add to Cart
Add to Draft Cart
Add to PO Revision

Add to new Cart

Update Favorite

Once you have clicked “Add and Go to Cart”, you will see the below screen. You can now either click “Assign Cart” to
assign the cart to your departmental requested or “Proceed to Checkout” to add the accounting details to the requisition. For
more information on assigning or submitting carts, see the job aids titled, “Assigning Your Shopping Cart” or
“Completing a Requisition”.

Shopping Cart + 166104789 & | assgncen

Simple Advanced

Details v
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