spartan f& o .
marketplace Home Tab Navigation Job Aid

2. Profile Tab

f& micuican staTe UniveRsITY 4. Dashboard 6. Helpful Links
8. Notifications

spartan marketplai.e 9. Logout

UNIVERSITY SERVICES A Home Profile Order History Dashboard ~ SM People Search Helpful Links + Cherie Mathews

= Hicere v =@GIY)
— 1.HomeTab 3. Order ~—— 5.SM People Search 7. User Name ‘

W Cart [ [RECIIUES

10. Shop

University Stores General Information
14. Total
. Welcome to Spartan Marketplace
12. Supplier
UNIVERSITY 11. Search 13. Cart Spartan Marketplace provides the MSU community with a centralized,
catalogs convenient way to buy items using contracted pricing.
STORES
2 *Searching for [tems
MSU U Stores*
niversity Stores Note that suppliers with an asterick (*) by their names have the ability to
Computers, Electronics, and Supplies return results after typing keywords into the search bar.
Highights

[ " 75 -’ ) 2 : = Robust "search” functionality
{ 3 5.8 (GovConnection « Integrates with the Finance System
[ s o) u

/s « No markup on external supplier catalags

Apple B&H Photo Video cowe* Dell GovConnection Sexderhstory s easly aceessille
- Allows Purchasing o collect spend data
Maintenance, Repair, and Operating Supplies (A-J) O e

Internet Explorer 10 or up v

Most current versien (plus one back) of Safari or Chrome

GRAINGER o 15. Announcements
Ferguson T wa }
OIS TOMNE Recent Transactions
Ferguson Grainger* Graybar. Inc* Johnstone Supply

04/11/2019 16:22-Mathews-Grainger

Maintenance, Repair, and Operating Supplies (K-7) Grainger

Order Total (1 items): 156.64 USD

1. Home Tab Current tab referenced with this Job Aid.

Profile Tab allows user to manage profile including setting Favorites for Accounting, Deliver To, and Organization Attributes. This tab is

2. Profile Tab detailed further in the Profile Tab Navigation Job Aid.

If you have any questions or need assistance, please contact Spartan Marketplace Support at 884-6177 or email us at spartmar@msu.edu
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Order History Tab allows the user to view their Spartan Marketplace orders including:
e  Statuses
e Transaction Number
e  Requisition Number

3. Order History Tab e  Purchase Order Number

e  Supplier
e Total Amount
e (Create Date

This tab is detailed further in the Order History Tab Job Aid.

4. Dashboard Within the Dashboard, users can run a variety of reports based on the orders they have placed. Only orders specific to that user are visible.

5. SM People Search SM People Search allows users to search by Org Name or Org Code to see who has access to Spartan Marketplace.

Provides user with useful links including:

6. Helpful Links e  Kuali Links: Action List, KFS, University Stores
e  University Services Link: University Services Home

7. User Name Displays the Spartan Marketplace User Name.
8. Notifications Displays any Spartan Marketplace notifications associated with user —number of pending or outstanding orders. Hover over icon to view.
9. Logout Logs user out of Spartan Marketplace.
10. Sho Tab that provides user access to search and order from Supplier Catalogs in Spartan Marketplace. This is the default view upon entering

- Snop Spartan Marketplace.
11. Search Search results are displayed based on the keywords used. Note: not all Supplier Catalogs will be searchable with the Search functionality.

User may need to punch out to Supplier Catalogs to search for items.

Access Supplier Catalogs via the icons. User will access or “punch out” to the Supplier’s website to shop for items. Users then return to

12. Supplier Catalogs Spartan Marketplace with your items in the Cart.

13. Cart Tab that shows all item(s) user currently has selected from Supplier Catalogs. It also displays the current number of items in the cart.
14. Total Total U.S. dollar value of the order.
15. Announcements Provides important information such as upcoming dates, information about new catalogs, updates to processes, and more.
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