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ESM Campus Marketplace Overview

CSU Chancellor’s Office is one of the 10 (soon 14) campuses participating in this project. The system
configuration is based upon input from all participating campuses and ensures the best contracted pricing from
a wide variety of suppliers.

Shopping Overview

As a p-card holder, you will have the ability to shop and place orders. You may also place transactions from non-p-
card 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.

The Announcements: Welcome to our Campus
Information Marketplace,

Box in the Supplier Descriptions - link
right-hand System Administrators by Campus - link

column, which ) )
OfficeMax is the Systemwide Office Supply

contains Contract. Please use the CSU OfficeMax

general site for all office supplies orders.

information This site is for official university business. It
is not intended or authorized for personal

shared by all “se.

campuses -

includi link CSU East Bay: One of our ten

Including a lin member campuses

to the

Administrators’

contact

information. A
scroll bar may
be present
based on the
amount of
content




Go to : All Transactions | Non-Catalog Items | Blanket/Standing Order

HP 933 Ink Cartridge ...

HP 933 Ink Cartridge Combo Cr..

34.68 USD 3825458 /EA

ZHENRY SCHEIN

CORE - Oxford Index ...

These 11 pt. stock index cards h...

@ vereren

0.38 USD =72use/PK

Qy Add to Cart

The Catalog
Categories on
the left, Wthh Recently Requested Products
contains all Swingline Commercial... | | Frefersd
current ’ Durable all-metal construction b... EE* -
catalogs. @ verern
13.14 USD 2s++4s8/ EA
To select a
catalog, click on Qy
a catalog logo. General
Users can also
search for items STAPLES Ai"gas
in the Search Staples Level 2 Airgas
Bar at the top of Facilities
the screen.
FAasTENAL
PPG Glidden Fastenal

Henry Schein

CORE - Prang Hygieia ...

Dustless for less clean-up. 95% ...

0.25 USD #2645/ 8X

Qy Add to Cart

Catalog Types

Punch-Out Catalog Definition

Hosted Catalog Definition

 Supplier manages own site/updates items & prices
continuously

* Most national Suppliers

¢ Dynamic link, electronic connection from supplier with full catalog
e Shop within Supplier site, but still remain connected to the ESM
site

e Supplier receives order at ordering info center

e Seamless

¢ Transaction is processed completely within ESM site
e Local, regional supplier

e Excel spreadsheet from supplier

¢ Stagnant data

¢ Suppliers less technically capable

Example Purchases

Example 1—Punch Out Catalog Order

From the Shop
page, press the

punch-out
catalog you want s

to order from.

B HENRY SCHEIN

Henry Schein




You will see this
message. Press
OK or wait.

It may take 5 to 20 seconds to connect to your supplier's website. If you do not connect,
please disable your popup blocker and resubmit the request.

Once the catalog
loads, select the

item(s) you want

to order.

Press: Add to
Order or
supplier’s
terminology for
adding items.

Note: All punch-
out supplier
catalogs &
terminology will
vary.

7 Show tmages B Show Pricing

supplies: (1) Sart by: | Description v
Description Itemn Status Price Qry Last Purchased
l- . 1 @ %526.45 : Fn 15 EA on 7/22/3013
.’ Active Ankle T2 Black Medium Ea (1347263) Contract
I Cramer Products (277517)
—

Save bems with guantities to & shopping 1153 Add to Order

Press the My
Order link (or
Supplier’s
terminology for
Shopping Cart).

Note: All punch-
out supplier
catalogs &
terminology will
vary.

E My Order: 1 item(s), $52.90

When finished
ordering, press
Submit
Requisition or
Supplier’s
terminology for
returning to the
Campus
Marketplace.

Note: All punch-
out supplier
catalogs &

| My Order
Cirgtes > My Orisar
| cotinm St |
NEW iy Elrgir §onesast
e Code:[_ J e[ ] B B e v e e
Lises): (1)
Descripton Fke gy Tatal
Actlve Ankke 12 Bleck Medium B L sieds [7 TEA 5200 -}
1347263 Congmct
Cramer Products (277517)
Last Orcered: 15 E2 on 7,/722/2013
i
Subtotal*: $52.50




terminology will
vary.

You will punch
back in to
Campus
Marketplace.

The items are now
in your cart.

13.14

usD

Press the Cart
button to view
item(s).

Delete or update
item(s), optional.

When done, press
Continue to
move to
Checkout.

Item Summary (1 Items)

Item Details Quantity

Active Ankle T2 Black Medium Ea
8y: Henry Schein Inc.

Catalog Item # 1347263
Mfg/Provider: NA

Price (USD) Subtotal (USD)

26.45 / Each 52.90

Cart Summary

Total Items in Cart: 2

Number of Suppliers: 1

Cart Total (USD):

52.90

Checkout

Complete/Review
each section of
information and
verify items
ordered under
Line Item
Details. Select
Continue to save.

Delete or update
item(s), optional.
Add external or
internal notes
and/or
attachments.

The PO Number
and the
transaction
number display
under General
Details and
Transaction
Summary. You
will use these
for tracking
later.

Press Request
Approval, then
Prepare CC
Order.

Checkout
General Details
Delivery Details Attn s Adrienne Cianfarini
Attn: Dean

Billing Details

GL Details

Line Item Details (Total: 1)

Item Details * Quantity Contract Price
Active Ankle T2 Black Medium Ea 5 2645
NoN
caTaLos | edit /Each
-}

Workflow Details

Location  School Building 1

Location : Adrministrative Building

Subtotal

5290

Tax S&H

0.00 0.00

Notes and Attachments:
Internal Note

External Note )

Item Total (USD)

52.90

more.. y

Continue

Transaction Summary

Transaction #: 101044

Create Date: 04/2

Supplier: Henry

Requester: Adrienne Cianfarini
Selection: Active

Status: Pending Validation
System Note: None

Total Line Items:

Subtotal:

State Tax:

S&H

Total Value (USD):

Transaction Name

04/24/2018 16:00-Cianfarini-Henry Schein Inc.

Notes and Attachments

Internal Note External Note

R "2"saction Summary

@nsactian # 101 DM)

v Create Date: 04,/24/2018

*Payment Form: (8) CreditCard () PO

Release Method:

Manual
Order Type:  Standard
Purchase Order #: = 133

Line [tem Details (Total: 1)

Waorkflow Details

Prepare CC Order

Supplier: Henry Schein Inc.

Reauester: Adrienne Cianfarini




You are now on
the Credit Card
Order page.

Enter your
credit card
number.

Press Continue.

credit card order

:W‘“::a Farchain Deam b 104
Wi, MY
gt Tramuscaon & 1%
Rl Jedy Fasrs Regarsins By b = Carrgie Big 11
Prese 6313 L — e,
[T
LarasUed By (i & Ceingin Py 1T

Ay K T L
I S E D, e T
CHRLRE PR WA TR
Con Typa: vaa -
[
* Experon Calw; W v THE W

[l

e T ] [-1ad u

Press Place
Order.

Order is now
submitted to
Supplier.

You can print the
order for your
records, optional.
You will receive a
confirmation
email from ESM.
Please note, this
order document
cannot be used
for P-Card
reconciliation.
You must
submit the
supplier’s
itemized receipt
or invoice.

‘Submit Order - easyPurchase - Training

vy This action will result in the arder being transmitted 1o the supplier
Are you sure you wish 1o continue?

N




Example 2 —Hosted Catalog Order

Select a hosted
Catalog.

Note: You can tell,
which catalogs are
Hosted on the
Shop Page. They
do not have the
catalog type listed.

N

Airgas

Airgas

Click the quantity
box for each item
you want to
order.

Note, the quantity
defaults to 1 as
soon as you click
on it.

Override if
necessary. Add to
Cart button will
highlight.

Press Add to Cart.

Freferred

324.36 USD 25225 usp / EA

HP 727 Designjet Printhead

HP 727 Designjet Printhead

Freferred

Ll

Oty

Add to Cart

There is 1 item in
cart.

Total : 13.14 USD

Press the Cart

Item Summary (1 Items)

Cart Summary

Item Details Quantity Price (USD) Subtotal (USD) Totsl tems in Cart .

button to view A T— oo o Supplr .

item (S) '.; _i Z".a\ug Item #: B3POGA 32436/ 32436 " Cart Total (USD): 32436
| Mig/Provider: Hewlett-Packard Checkout )

When done, press O (

Continue to move

to Checkout.

Complete/Review | chesou @ & @ W TrorsconSinnay

each section of
information and
verify items
ordered under
Line Item
Details. Select
Continue to save.

Delete or update
item(s), optional.

The PO Number
and the
transaction
number display
under General

General Details

+Payment Form: (@) Credit Card () PO
Release Method: | Flectronic "

Order Type: | Standard v

Purchase Order #: | 139

Fiscal Date: (4242015

Blanket Order: @

Delivery Details Attn: Adrienne Cianfarini Location : Sehool Building 1

Billing Details Attn: Dezn Locstion : Administratie Builéing
GL Details
Line Item Details (Totak 1)

Workflow Details

Prepare CC Order

Need By Date:

Commodity Code:

State Tax:

Supplier: Thorr Supplies

Requester: Adrienne Cianfarini
Selection: Active

Status: CC Information Required
System Note: None

Total Line Items:

Subtotal

State Tax:

S&H

Total Value (USD)

Transaction Name

Notes and Attachments

Internal Note

e 04/24/2018 16:19-Cianfarini-Thorr Supplies

External Note

Update




Details and
Transaction
Summary. You
will use these
for tracking
later.

Press Request
Approval, then

Prepare CC Order.

You are now on
the Credit Card
Order page.

Enter card
number.

Press Continue.

+
Somond, CA 218
Jnited Stnes

Wiin. Rl Clminglon
hone, S0-S50.0045

30l Tor
Entty Mams: Campus Warkeiplace

* Nams on Card: FUm Camngion
* Conftact Phons Numbar: S0S85545510
* Card Typa: | Visa [=]

CCand B sssassssssensnns

* Expiranon Date: Liwy = 2016 = |

‘Order Comments:
Hem # Description Ui aTy Unit Price Line Total
Press Place o s e _.-_ g - P
Order. . - ' o
|
an This action 'will result in the ander baing transmitted 10 (e supplier 1
Are you sure you wish 1o continue?
[ ]




Order status is
now Submitted
to Supplier.

You can print the
order for your
records, optional.
Please note, this
order cannot be

Aingas Date: 772015
Mid Amarica Regien Purchase Orger £ 1002

Bu\r\-.:l.:m':cﬂ::zlnl Transsction #: 25115
United States ' Requested By: Ruth E Camnglon. Bidg 75

Amn: Airgas Training Comtact
Phone: {270} B42-9489

Requesier Emadl: récamngioniEBopp édu
Phoms: SHSEAE
Autrenrized By: Ruth E Camingion, Blig 75
Zhip To

Camgurs Maneipiace

Cal Poly Pomand, V158 ORDER
Califpmia Siale Polyiec hnic Univensiy
FOmona

used for P-Card B8 Mieat Teumeis Aenue
ili 1 Linitiacl Stanes
reconciliation. e ——
You must Fhone: 905 855 TeSS
submit the Bill To
Supplier's [Enviity Mamw: Campus Markeiplace
. . . * Mamne Of Cardt Fhah £ Caminglon, Bidg T2
lte{mZE_d receipt * Contact Phone Number: 5090650500 “
or invoice.  Card Type: Vs ~
cut
You will receive a * Dopiraten Dt [Mar_ 7] (206 ]
confirmation
) Order Comenents:
email from ESM.
e # Daescription uoM aTy Umit Price Lire Total
Y15IMBHIS D Airgas D 1 Cylinder Evass Manfold Frotocel Stabion With 3000 P31 Madmum  eacn 1 &350 00 S0 450 00 USD
Riated Inbet Pressune, CRA-JRET
Snip To Al Ruth E Camingfon, Bidg 75
Swbtodal: 430 00 S0
Example 3 —Catalog order to multiple Suppliers

From the General

Shop Page,

Select the Punchout Punchout

first Catalog

you want to =

order from. STAPLES - A HENRY SCHEIN

PUt the Busginess Advantage

item(s) in your
Marketplace
cart by
following the
instructions
for the catalog
type (punch-
out or
hosted).

The items
from both
catalogs are
now in your
cart.

Click on Cart.

Staples Level 2 Airgas

Facilities

Glidden

FASTENAL

Fastenal

PPG Glidden

Henry Schein

JUUNGETRN ol Total : 749.44 USD




Select
Checkout and
confirm the
conversion of
multiple
carts.

You are now
in the All
Transactions
page.

Notice there
are 4
separate
transaction
#s and PO
Numbers, one
for each
supplier.

Press the
transaction
name to
review your
items. You
can delete
item(s) or
update
quantity,
optional.

Press Request
Approval,
then Prepare
CC Order

Checkout

The cart will be converted into 2 new transaction(s)

Do you want to continue?

Hi Adrienne v/ m

Shop

Pending Transaction(s)

Approve (0)  Receive Invoice v

Pending Transaction(s)

&
P92 02/22/2018 15:16-Cianfarini-AC Books

Transaction #: 95673

02/27/2018 08:24-Cianfarini-Office Depot PDME (D

Transaction #: 95089

04/24/2018 16:47-Cianfarini-Henry Schein Inc.

Transaction #: 101056

04/24/2018 16:47-Cianfarini-Thorr Supplies
(ransaction # 101057

Hide 18 other Pending Transaction(s)

09/09/20:

01/20/2016-

COPY - 08/05/2015-08:39-Cianfarini-AC Books
Transaction #: 27431

-13:08-Cianfarini-Test Supplier for Deact.

Transaction #: 29153

test for adding additional non-catalog item after rej.

Transaction #: 31166

-Cianfarini-AC Books

Transaction #: 36231

4 Transaction(s) from Recent Cart

Total Line Items: 1

PO #134

Total Line Items: 2
&

140

e Items: 1

Total Line Items: 1

PO#:36

Total Line Items: 1

PO#: 41

Total Line Items: 4
PO #: 45

Total Line Items: 2

PO#:55

Total Value: 69.36 USD

Supplier: AC Books

Total Value: 39.42 USD
Supplier: Office Depot PDME (Dema)

Total Value: 52.90 USD

Supplier: Henry Schein Inc.

Total Value: 648.72 USD

Supplier: Thorr Supplies

Total Value: 10000000 USD

Supplier: AC Books

Total Value: 1.00 USD

Supplier: Test Supplier for Template name change

Total Value: 71.60 USD

Supplier: AC Books

Total Value: 55.94 USD

Supplier: AC Books

Create Date: 02/22/2018

Requester: Adrienne Cianfarini

Create Date: 02/27/2018

Requester: Adrienne Cianfarini

Create Date: 04/24/2018

Requester: Adrienne Cianfarini

Create Date: 04/24/2018

Requester: Adrienne Cianfarini

Create Date: 08/05/2015

Requester: Adrienne Cianfarini

Create Date: 09/09/2015

Requester: Adrienne Cianfarini

Create Date: 10/08/2015

Requester: Adrienne Cianfarini

Create Date: 01/20/2016

Requester: Adrienne Cianfarini

Total : 0.00 USD

Click on Transaction Name to complete the Checkout process

Unsubmitted Transaction

Unsubmitted Transaction

Unsubmitted Transaction

Pending Release

Unsubmitted Transaction
Pending Release

Approval Rejected

Pending Release:




Enter your
credit card
info for the
first order.
Press
Continue.

Glidden Professional Paints Date: T2
16BE West Sprages Road Furchase Order s 1000
Strongsrille, OH 44136 P
Uity Transaction #: 29136 i
Attn: Sean Gillespie Requested By: Fum £ Cane
Phona: &04-798-0436 Requester Emall: rec srnglong

Phone, SUSSA0EN0
Agthorined By: RuthE Cane

Ship Te

Campis Marketplacs

Col Pody Pomana, WISA ORDER
Cantorma Stae Polischai Uinkerrsly
Pomona

507 West Temphs Avenee

Paormang, A SN0

Uiniied Siates

Asn Ruh E Caminglon_ Bidg 75
Pione. 505 055 Mevs

Bl Ta
Entity Nams: Campus Maketolace
" Mame on Card: Ruth E Carengion, Bidg T
© Conkact Phone Humbes: SOo00naiaL
“Card Typs: Visa -.d:

Press Place

TITTITITEITI oY

B | G-
Order. 2N =
Submit Order - easyPurchase - Training |
Lemption jen Lina
Wi Eire P This Bction will rES0E in the orer heng iransmigied i ihe supplisr &y LTh.
ATE WU SUIE Y0 WISH 10 Conginue
. Rpund S3ic ah 10.0x
=0 KR
il 3.3
AX; 0=
SAH: oo
Total: 345
familtarty with Caifomia State Uiniversity (CEL)) General Provigions for Commodity and Sendce Acquisiions, Thess
hi Indemel af wivs Catsiabe sduicspieGRICET Shiml . Delay in Shiprment: If you Cannat fll this onder without délay
ung Office immeaiel' of the probanie delven date. Channes’ No chanose or modification in leems. quamities of
You will be
taken back to
the Shop
Page.
Select All
Transactions
Products
to Repeat
process to
order from
remaining

Supplier(s).




Transfer Cart Ordering

This process is for Credit Card holders who are designated as “Submitters” to place orders for non-

P-Card holders.

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 P-Card.

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@cpp.edu.‘

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.

Menu>Extracts

X

Admin

|
Applications ~

Dashboard
Extracts
Order Summary odu
Reporting Ankl
Schei
| CATALOG )
Select a User shop ~ cart(0) checkout
Activity LI e
Extract. : ™ 1
Select an extract  Select Exiract -
* Extract Hame: Seiect Bulroct

Start Datec

EXTract Name

UseT Acthity Exdract

End Data:

Star Dace




Enter an
Extract Name.
Enter a date
range.

Press Go.

* Select an extract: | Entity Activity Extract [~
* Extract Name: Activity Extract 7 15 14
* Start Date: 07/01/2014 4| *EndDate: 07/15/2014

This message
will appear.

£ P e .

Press OK Your xIrac] request has Boen Submiied. Yol will recnivg a0 emall GNoe your eairact & ready 10 view
Typicaly cafract processand will faks 5-F minules
[ =]

The Extract ] I g

. * Babect an paERes | Enily AWy Exiad =|
Name will e
appear in the ‘stwtBom: (UVTE T3 CEnd Dam D101 3
list of Extracts.
Press Refresh Exiract Mams £Rant Diate End Dute Date fubmitted  Dute Dedvened
periodically Actviyy Eviract 7 15 14-1334 o P04 BTHERTL (FASE01d 15:06
until the name Supgier Exfract 1303 o OTASD0H W OTHSGOI 1438
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.

Endty Prole T §5 i-1327 Coy

OTEWE04 4.3 D704 14008

Extract will
open in Excel.

ESM Solutions - easyPurchase - User Activity Extract
Risquesting Campas Marketgplace

Requestor Ruth Carrington
Run Date; #ETres

Date Rang &/1/2014
Date Rang &/7/2014

User Marm User Ermail Transactia Status Transactio Order Nun Create Dal Order Typs Supplier  Supplier 10 Catalog Mé Preferred | Supge

Ruth Carril recarringtc 74533 Unsubmitt 08/04/2014-10:39-Ca 8/4/2014 Grainger Grainger M 100 €
Ruth Carrii recarringtc 74847 Mo Workfl 08/04/2014-11:09-Ca 8/4/2014 BE&H Photo Video BEH Phate N 4Mc
Ruth Carrii recarringte 75055 Unsubmitt 05/04/2014-13:52-Ca 8/4/2014 Complete Book & Me Complete M 12000
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