Search within Marketplace for businesses with specific diversity classes:

Log into https://mycampus.maine.edu/ (single sign on required)
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1. Select MaineStreet Marketplace icon from LaunchPad
2. Go to Suppliers

Manage Suppliers

Search for a Supplier

3. Click Advanced Search (If you cannot see “advanced search” then contact adam.corrigan@maine.edu
to request permission for “Supplier Profile View Only.”)

4. Search by “Class” (drop down menu)
5. Make sure Shopping/AP Status is active (drop down menu)
6. Click on Search button lower left

7. View Output: List of Women owned small business



Purchase Orders = Search (Al+Q)

Lot e
Suppliers » Manage Suppliers » Search for a Supplier

Shop

Orders Search E

Enter search terms such as Legal Company Mame or Supglier ID

Contracts

Accounts
Payable

Suppliers Type tr ©2=-=t Snoliers

Manage Suppliers . Search for a Supplier
Reportin
E E v.~w Saved Searrt.cs
Create New Supplier
Administer Import/Export
Consolidated Supplier History

Configuration Settings
Setup

Workflow Setup

Menu Search

2. Go to Suppliers
Manage Suppliers
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Enter search terms such as Legal Company Name or Supplier ID.

3. Click Advanced Search
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4. Search by “Class” (drop down menu) — example: Women owned small business

5. Make sure Shopping/AP Status is active (drop down menu)

6. Click on Search button lower left
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Maine Street Marketplace to view diversity spending by supplier

Go to https://mycampus.maine.edu (single sign on required)

THE UNITVERSITY ©OF

MAINE

Home Academic Resources Mews & BEvents ~ Employment &

(L= & =]
——

mE= MaineStreet
T UM Quick Links
D UMS Quick Links

) UMS ID Management

ol ol s el .

Bl Campus Portals

1. Go to Orders
Search
All Orders
. Click on My Searches
. Click on Manage Searches
. Click on Diversity Supplier Spend
. Click on Invoice Report Spend with Diversity Suppliers (Update Accounting Date and Add Project
Codes)
6. Update with the Supplier Classes, Accounting Dates and Invoice Status selections that you want to
view.

v b~ WN



_J Home/Shop b4 —+

< c

& solutions.sciquest.com/apps/Router/Home?tmstmp=1611824337468

& Awards - Federal-W... e FSRS - Federal Fun...

-

Lot

@ DPAP | Defense Acq...

S ¢ Shopping Home

Quick search

» All Orders

Requisitions

My Orders

Purchase O~
Approvais

Procurement Requests

Invoices

Receipts

Register for upcoming WEBINARS - click here
UMS Contract Templates - click here.

University of Maine System Goods/Services Contract database -
click here jposed 22019

Sales Representatives Contact Information (catalog suppliers) -
click here. (pos=d 21312

New - Medline Catalog - Downlcad information flyer here (posted 5.16.2020)
Sodexo Catalog Update - Download the new User Guide here (updated 3.26.2020)

'WB Mason Office Supply and Furniture PunchOut Catalog. For catalog search
tips - click here (posted 12.11.19)

Agilent PunchOut Catalog (Scientific Suppliers) - click here for an overview. (posted
31219)

Lowe's - Enhanced PunchOut Catalog - Quick Tips guide can be
viewed here. |
An overview of the Lowe's catalog and contact information can be
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1. Go to Orders
Search
All Orders
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Orders » Search » All Orders Orders » Search » All Orders

= Search All Orders

My Searches

My Recent Approvals

My Recent Orders My Recent Orders

Favorite Searches Favorite Searches

You do not have any favorite searches yet. You do not have any favorite searches yet

2. Click on My Searches 3. Click on Manage Searches

Manage Searches
Add New w Manage Searches
Expand All Collapse All This "saved searches’ page is a filtered view of “favorites” The folders listed on the left contain document searches you have saved (listed under
"Personal”) or document searches that are being shared with you (listed under "Shared"). To add a documentsearch to a folder, select the "Save Search”
“ Personal button after performing a document search and follow the prompts. Use the top-level *favorites® tab to manage (create, delete, move/copy, edit) the folders

‘. listed on the left
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Diversity Supplier Spend

4. Click on Diversity Supplier Spend



Manage Searches.
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Diversity Supplier Spend

Diversity Supplier Spend

Created for Tammy York OSP to report spend with diversified suppliers

Invoice Report for Spend with Diversity Suppliers (Update Accounting Date and

Add Project Codes)
Type: Invoice

Folder Actions w | 7

Actions for Selected Favorites w

O

Add Shorteut || Export O

Copy

5. Click on Invoice Report Spend with Diversity Suppliers (Update Accounting Date and Add Project

Codes)
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6. Update with the Supplier Classes, Accounting Dates and Invoice Status selections that you want to

view.

Notes:
Add award project codes

These are for Invoices not PO

Accounting date and PO in fiscal year
Created vs accounting invoices arrive end of June, more consistent with general ledger based on

accounting date of invoice

Enter only project codes needed

Pay status = paid/payable

Contact adam.corrigan@maine.edu for assistance
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