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ESM Campus Marketplace Overview

CSU Channel Islands is one of the 9 campuses participating in this E-Procurement project. The system configuration is
based upon input from all 9 campuses and ensures the best contracted pricing from a wide variety of suppliers.

How to Log in to the Shopping Site

The Campus Marketplace website address is: https://csuci/procurement/marketplace

Once you have been set up in the Campus Marketplace, you will receive an email from ESM Solutions similar to below.
Click the link to reset your password.

o - Las FE PR . _ Complite your casyPurdh sstration for Campus Marketplace - Message (HTML) =05
k- —_— e s - 5
Fide Message | MoAfee E-mall Scan &
-1 2 = ;
L] B e \
Mow 43 actiong+ Mt Toom
1
D 1F there are probloms with how this mectage is displayed, dick here to view it in 2 web browser
From: noreply@esmsolutions.com Sent: SatB/2/2014 529 M
Too Bacey A, Pepping
(3
Sudbpecy: Complete your sasyPurchade g aration for Campus Marketnlace

Dear Becky,

You've been invited by Dick Breeser to wtilize the easyPurchase application. To complete vour setup. please click here to reset your password.
Onee you have reset your password, vou can begin using the easyPurchase solution.
If you have any questions, please contact Dick, your system administrator, at for assistance

Sincerely,
ESM Solutions Customer Support Server

NOTE: This is a system generated email. Please do not respond to this email.

Once in the page, enter your email address and click the Forgot Password link and follow instructions.

login - sasypurchase

Lt Address: Password:

from ESM

Now products, new fealures and system status messages
Solutions will b win

solutions

You will be asked to select and answer a challenge question and create your own password.

e —— =

Once this is done, you can start using the Campus Marketplace.
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Shopping Overview

As a state ProCard holder, you will have the ability to shop and place orders. You may also place
transactions from non-ProCard holders who have the ability to shop only, and then forward their orders
to you to process.

When you log into the Campus Marketplace you will see the Shopping page. There are three main components:

The Campus Marketplace
banner with all participating
campuses’ logos.

shop - becky @ campus marketplace

m cart (0) checkout approve

The Information Box in the left
hand column which contains
general information shared by
all 9 campuses - including a link
to the Administrators’ contact
information.

Announcements:

Welcame to the new Campus
Marketplace; a one stop shop lo
access preferred vendors and
our CSU contract pricing!

This site I trought to you by nine C3U
Campuses acling as a parinarship. The
seam has worked togethar to provide an
eprocurement site, catalog vendars, and
qgreat contract pricing. This s an excting
new varture and wa hape i provides the
cotalogs you need. Please ket us know your
cemments and suggestions for fture
catalog vendors by emalling fe:

Sach campus has identifed system
acministrators for their campus (see link
Below). f you need techaical assistance
2lecse CONLOCT YOUr COMPUS administrator.

CAMPUS SYSTEM ADMINISTRATORS

CHE P CEUpOmOna, Bdu/~ ramentiocs/s
20AdmINGsIOContAct S S0HDrsA0F S poff

The Catalog Box on the right
which contains all current
catalogs.

There are two ways to select a
catalog —via the drop down
menu or click on a catalog.

Select Catalog

Facilities Management

FAsTEnAL

[j Search Keyword(s)

tem Numbers, etc

WAXIE=S

BANITARY BUPPLY

Waxie Sanitary Supply

= = =] WESCD
Grainger Fastenal WESCO Distribution,
Inc.
General

* School M american
-ﬁ ‘Slx)(‘l;'l][},' HOTEL REGISTER COMPANY

School Specialty Inc

ZaHENRY
American Hotel Register

Information Technology

I
BH

SCHEIN

Henry Schein Inc.

@ (ﬁﬂl GovConnection
(=]
B&H Photo Video CcDW Hewlett-Packard GovConnection
Company

You can also use a Keyword to m cart(0) checkout approve
search from all hosted catalogs p——
(definition below). Select Gatalog J [towel a

ee——
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Catalog Types

Hosted Catalog Definition

Punch-Out Catalog Definition

. Transaction is processed completely within ESM site . Supplier manages own site/updates items & prices continuously

. Local, regional supplier . Most national Suppliers

. Excel spreadsheet from supplier . Dynamic link, electronic connection from supplier with full catalog
. Stagnant data . Shop within Supplier-site, but still remain connected to the ESM site
. Suppliers less technically capable . Supplier receives order at ordering info center

. Seamless

Example Purchases

Example 1 - Punch Out Catalog Order

From Shop page, press the
punch-out catalog you want to
order from.

cart (0) checkout

Select Catalog '_ ~|

X)

()

Announcements: Small Business / Disabled Veteran Business Ent.

Welcome to the new Campus
Marketplace; a one stop shop to =

access preferred vendors and _:“ ]

our CSU contract pricing!

This site is brought to you by nine CSU

EEMFLETE NEEE

Complete Book & Media

Campuses acting as a partnership. The Facilities Management

team has worked together to provide an

eprocurement site, catalog vendors. and
great contract pricing. This is an exciting
new venture and we hope it provides the

catalogs you need. Please let us know your i =—==-=2

h'usrw:.'

comments and suggestions for future v e
catalog vendors by emailing to: = Fastenal WESCO Distnibution Wenne Sarn
Inc.

You will see this message. Press Eunchous - easvelkchase < Butsipifse
OK or wait. It may take & to 30 seconds to connect 1o your supplier's website

I you do not conned, please disable your popup blocker and resubmit the rquest
Once the catalog loads, select the
item(s) you want to order. N g Aty | Matuachunn | B I

Go to page: »

Press: Add to Order.

Supphies: (6740)

Description Nem Status Prig Last Purchased
10 Lead Cable Stress £a (4724305) 1@ %216,
oo @5 Schiller America Inc (2.400116E) Disz
W 4
10 Lead Ekg Cable EA {3637284) 1@ $379.
Welch-Allyn {80130-0000) L
0 2 . A [6793188) 1.& 525
! Brymall Corporation (102-8) [
1

Sort by: Last Purchased Date v
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Press: My Order (or Supplier’s i e —
terminology for Shopping Cart).
Remember: All punch-out | R Iy grder: 2uania) szza3
supplier catalogs & terminology
will vary.
When finished ordering, press e
Submit Requisition (or Supplier’s e atsiu
terminology for returning to the y
Campus Marketplace). o - 5 —
puseretpieee e
Sutdulal®; $620.96
Example 2 - Hosted Catalog Order
Enter a Keyword in the search box.
:I paper I (%]
Press Go. | csuU catalogs
A list of all items matching the @ OfficeMax ﬂll‘ﬂas @
keyword for all hosted catalogs will
display.
Note: More than one supplier’s items
may display. Eat la] e ) gl ol
Click the quantity box for each item R ...:":
you want to order. —
Note: The quantity defaults to 1. z-_:__j; e e ”:“';
Override if necessary. —
Add to Cart button will highlight. EXE et  checkout approve

Press.

cuip . Cataboq lbem #: Cenral 006
— Tx 2L MFGIProvider: HaTres

List Prige; Bidd

Costract Price: 48 17 LED

e tuppiier: Sk
-“-—_/_,_‘_: Contract Mame: Ceniral Cfce Supgly
@oee

uoM: Caie

e Total: £ 17 L0

Acd te Cart

There is 1 item in cart.

m cart (1) checkout
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Press the Cart button to view item(s)

When done, press Continue to move
to Checkout.

shop ~ m checkout

sortby : [Pricelowsagn [=] rows fpg: [10[=] |

approve

Catalog mem ¥ Central 006
MFG/Provider: Hammesmal

- Supplier: Cenina OfMce Suooh
E_"e‘.._.._,‘ Contract Hame: Central Ofce Supply
[-I-T 1]

Conkract Price: 41 77 LISD

Convert Cart to 1 transacticls): m

uoM: Case
a1
Wem Total: 45 77 USD

Total Rem{s) in Cart: 1
Numisr of Suppliers: 1

Can Subtoat; 4877 USD
Tax: 0.00USD
Can Tout: 48.77USD

Convert Cart to 1 transaction{s): m

Press small triangle on left side to
expand the view. Verify items ordered

Delete or update item(s), optional.
Press Prepare.

Note: “Prepare” displays at top and
bottom. You can select either one.

shop - NRELTONY checkout NETTCS
atection | Recent [=] sortoy: s Fl rwim: vz B

Transaction #: 011041
B3cton Name: 070020149534
Camngion-Central

Create Date: 732014
Supglier: Central OMce Supply
Total Line Hems: 1
Total Value: 4877 SO

Heed By Date:

Internal Notw: 0 Sty

GL Acct Code:

Transaction #: 011041 * $hip To - Attn: R Caringion

Ball To - Attn: Kathieen Prury
Detaul Location

Cal Poty Pomena VS e

Selection: Actve

‘Status: Unsubmitied Transaction
‘System Mote: None

Next Stap: Prepare CC Omer [+ ]

Contract Price; 4477 IS0
UOM: Case

Ioaen Total: £5.77 ST

Subtatal: 4877 USD e
Tax: 0.00 UsD
SAH: 0.00 USD m
Total: 48.77 UsD

You are now on the Credit Card Order
page.

Enter card number.

Press Continue.

Press Place Order.

This action will resull in e oroer Deing tansmilled 10 the suppier
AT YOU SUNE YOU Wish 10 COMINUET

ok

1111111

Order status is now Submitted to
Supplier.

saiscnan ;| Recent =] sortby: s -

Transaction 4 013041
* Trarsaction Mamw: (TR201445 34
Larmrggon el O

Creats Date: 73014
Supplier: Central Ofice Supphy
Toead Line mems: 1
Total Value: 4577 US0

Sesection: Susersticd
Status: Submtled 1o Supoher

Mt e iew oo
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Example 3 - Catalog order to multiple Suppliers

From the Shop Page,

Select the first Catalog you want
to order from.

Press Add to Cart.

m cart (1) checkout approve
Argas D=
Catalog RMam & Y15IMEHZIE
MFGIProvider: Axgas
Suppler Ao
x Product

3| sonby: | Relevance

List Price: 45000

E‘ rows 1 pg ||:|E

Contract Price: 450 00 LS50

Contract Name: Arges

Catalog Mem #: Y150MEZ
MFG/Provider. Agas

'UOM: tach
aty: 2

List Price: 60000
‘Contract Price: 547.00 USD

Supplier: Aroas UoM: each

Select the next Supplier from the

cneckKout d

Search Keywc
drop down list. Airgas J=
Central Office Supply Catal
p G Henry Schein (Pomona) - PunchOut | MFG
ress o. Henry Schein (San Marcos) - PunchOut
Contr
Henry Schein (TEST) - PunchOut
Hewlett-Packard - PunchOut
TS U S L

Enter the quantity.

Press Add to Cart.

|

Catalog ftom #: Coreral 203
MFGPrONISN Do

Citatog iemm i Corvral 501

Gontract Marme. Corral O Suguls oy

Notice there are now 5 in your
cart including items from both
Suppliers.

Click on Cart.

Press Continue.

approve
Convort Cart to 2 b o
Eatsing mem v Conerint Peca: 133 U5T
s prsaieer o 5on
i ;G S 50 o [ o |
= oot Muma: o Cer Sopehy B ot 80 0 10

WP A

Cormact Hums. 2in

Eatiog em b VMG

Derarcs Peen: 35000 150
e s
P Tt 0

Total Hemss] 8 Caet
mzer of Suppsens
an s

T

S Tt
Convert Cart te 7 masasnan(s):

There are two transactions, one
for each Supplier.

Click the small triangle to the left
of each transaction to see the
details.

Press Prepare on the first
transaction.

Creass Dace: TIFGI14
Supplier; Cental Dfce Suppy.

Commaodey Coss:
‘oua Lina meres: ¢

Tokal Valws: 2452 L0 e Dot

Purctase Order &

o1 Aset. Cose

Sslection: AT "
= Satus: Unssbmited Trarmsacton
i ==
= Wt g Freowe OC Do [ =)
Belection: Actue
-l SENS UNSEDIned TINSACTN

Systam Nots. e

Marl Siapc Frecam OC Crger | v
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Enter your test credit card info.

Press Continue.

Press Place Order.

‘Submit Order - sasyPurchase - Training

scription
wpk: Eine Po This action wil FESult in the Sroer being transmittad 10 the supplisr 50 245
e you Sure you wish 1o continue?
Round Saic sD 100
=3
tal: 345
L 0.0
kM- N
Total: 6

Provisions for Commodiy and Servics Acquisiions. These
Dieday In Shij N I you CANAOE TIll 1Mis OFOET wWIthout delary,

You will be taken back to
checkout.

Repeat process to order from 2"
Supplier.

ing Cffice imi Chanaes’ No change of madification in fems. quaniities of
shop approve
= s - e
Eapmant B Crost st Saisctizn: ursed
oI M T St Serted b S
o~ — [
Imbna e
ezt St =
Sommoany Coor:
Frien Date: 1200
Furcnzse eder &
0L ket Exde
Transactian & T1%105 Paryment Form: Crast Cas Sewation: Aoz
Transacnen Mares (/507413 22 Belsaze Mercd n s Unssees Transaci
e e o =
Cruats Camc 152014 s
Suppier Argn o Stup:
Commocty ot -
“Tosad Line Rarac 1 .
Totat Vabon: 56000 LD e D
Furcnane Orser s
e

Transferred Cart Ordering

You will receive an email
advising there is a
transaction pending your
review and action.

The item(s) will be in your
cart. Review the
transactions and make any
necessary changes.

Complete the transaction
by using your ProCard.

From: noreply@esmsolutions.com
[mailto:noreply@esmsolutions.com]

Sent: Tuesday, September 30, 2014 9:15 AM

To: Becky A. Pepping

Subject: New Transaction from Cart Transfer — Transaction
13462 - 09/30/2014-09:15-Pepping, Bldg75-Henry Schein Inc.

Dear Becky,

Ruth Carrington, Bldg 75 has created Transaction 13462 -
09/30/2014-09:15-Pepping, Bldg75-Henry Schein Inc.. Please
click here to log in to the easyPurchase application to take
appropriate action.

If you wish to contact the originator, please do so at
recarrington@csupomona.edu.

CSUCI Campus Market Place Training Guide — ProCard Holder

Revised 7/12/19



https://training.esmsolutions.com/?me=

Extracts (Report Data)

An Extract is similar to a report from which you can track your activity in a .csv format that can easily be

downloaded to Excel.

The Activity Extract lists all the activity and related data for a specified time range.

wasy STATE oo R
Menu>Extracts
cart (1) menuv help logout
admin
dashboard
profile
Select a User Activity Extract. shop ~ cart(0) checkout
 Select an xtrast Selvct bairact =]
SEDTC AT ) oy A.}Eur;y_:l ivl _ rvj
Start Date: End Date:
Extract Name Start Date
Enter an Extract Name.
Enter a date ra nge. * Select an extract: | Entity Activity Extract [~]
* Extract Name: ACtvity Extract 7 15 14
* Start Date: 07/01/2014 T4 *EndDate: 07/15/2014 |
Press Go.
This message will appear. Press OK Extracts - easyPurchase - Enterprise X

WEIF £XIrACT fequest has Boe Y will receive

YOUF SXAACE I Py 10 VHeW,

Typically eadract processsng will take 5-F minuies

The Extract Name will appear in the list of
Extracts. Press Refresh periodically until the
name highlights.

Note: Only your last three extracts appear
on this page. If you want to save the extract

information, be sure to download it to Excel.

Click on the Extract Name.

* Sabect an warraes | Enity Acwey Extac -
* Extracn Hanm:
* Start Com: 011 T *EndCas 01 =

Exiract Name
Actvey Exiract 715141334 oo iR
Suppier ExTaCL 13 08

Enc Date. Date Submitted  Date Deivened
TSR0 0752014 1505
O7AS20M W35 OT/ST014 1436

071152014 1436 OT/152014 1496

Extract will open in Excel.

ESM Solutions - easyPurchase - User Activity Extract
Requesting Camgpus Marketplace

Requestor Ruth Carrington
Run Date: HHitiRRg

Date Rang 8(1/2014
Date Rang 8/7/2014

User Narm User Email Transactio Status
Ruth Carril recarringts
Ruth Carri recarringtc
Ruth Carril recarringtc

74933 Unsubmitt 08/04/2014-10:39-Ca 8/4/2014
74947 No Workfl 08/04/2014-11:09-Ca 8/4/2014
75055 Unsubmitt 08/04/2014-13:52-Ca 8/4/2014

Transactio Order Nun Create Dat Order Typt Supplier

Supplier |1 Catalog Ni Preferred | Suppe

Grainger Grainger N woc
BE&H Phote Video BEH Phote N 4x0c
Complete Book & Me Complete N 12000
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