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ShopDOE & E-catalog




Key Objectives of new Search Engine

« Search across multiple fields from one text box
* More intuitive and user—friendly

« Spell correction, auto complete and other search
functionalities

* Vendors can better present wares through keywords,
Images, synonyms etc.

* A seamless integration of ShopDOE with FAMIS PO
Module

« Ability to save ‘favorite’ searches for future use



ShopDOE Login

* To electronically send your
Shopping cart to FAMIS for
processing you must login to
ShopDOE with your central
user name and password

 To browse the site, without the
capability of electronic : >
submission of shopping cart to
FAMIS, login with your email
address of choice




ShopDOE Home Page

Search Box: Search on Keywords
ltem#, model# etc

Click on a specific category/sub
category
To explore items in the category




e
Type ahead and Left Hand Navigation

Search Box: Search on Keywords
ltem#, model#t etc

l




Create, Save and Share Shopping Cart
SHOP¥DOE

Shopping Cart
Search Cwer 600,000 Products... All Products T 1 item(s) - $4.16 T
Books Classroom Supplies Electronics Furniture Instructional Office Supplies Software & Media

SHOPPING CART
k caue & Share W cClear Cart

\ & Email Shopping Cart
PRODUC @ Download as Excel Spreadsheet IN STOCK PRICE UNIT QUANTITY SUBTOTAL
® Download as POF

School SpeciaXy, Inc. RATMIRALIN $£50.00

- 60 pound - 9 ® 12 inches - 500 Sheets - v t4.16 REAM |1 | t4.16 Delete

Sax Drawing Pap
Wwhite

i Save to New Shopping List Did wou make changes? Update Cart Total: $4.16
+ add Items to Existing Shopping List

Checkout




e, n o no»pnp»p»=»GG L
Send Shopping Cart to FAMIS for Processing

Personal
information tied to

/ your personal DOE

credentials

\ Find your

location
address




My Account - View Saved Shopping List

Click on the Shopping

/ List you want to view




s
My Account - View Saved Shopping List Continued

The List is dynamic. Price changes
or Item deletion will automatically

/ be updated

* Add to Cart Or Rename
* Copy, delete entire cart or
single item

.




FAMIS PO Module

Purchasing Setup

Purchasing: E-Catalog

~ Purchasing / Payments ~ hpproval ~ Inquiry ~ Miscellaneous

Welcome to the Purchasing application.

Options
E;—-O[:tions This zection allows the purchasing secretary to process shopping lists created by users attheir
LEi'j--Contrac‘ted zchoal (through the SHOPDOE catalag).
Lf;;z--Non—Contracted
%-—-Change Notice
%-—-ARRMCDBG contracts

%-—-iLearnNYf“
T-SHOPDOE Order Request S
e ——

* Click on ShopDOE Order Request to view Order
Request waiting for processing
* Enter District and Location code

» Purchasing f Payments » Approval

Select Order Request

Select an Order Request that you would like to procure.

District: | 54 [«| Location:




FAMIS PO MODULE Continued

Back to Purchasing henu
Select Order Request

melect an Order Request that you would like to procure.

District: 22 Location: | k425

* Click on the tabs to view Order Request in different
status

* Select the Order Request Number you want to view
and click Select

MEw Processed Rejected

Crder Reguest Mo Total Iterns Requested By / Date Placed
o 1179 92 Kibreab, Dayy 08/07,/2013
O 1173 a7 Kim, Je; 08/07,2013
O 1172 a7 A, lean QE/07 2013
O 1160 26 Kirn, Jean 08,/05/2013
O 1156 100 Kibreab, Dawit 08/05,2013
O 1153 21 Kirn, lean Q8/02,2013
@) 1135 a7 Kirn, lean 08012013
@) 1134 268 Kirn, lean 08/01,2013
O 1115 Kirn, lean 07/31/2013
O 1116 47 Gausman, Alex Q73172013
O 1115 a7 Gausman, Alex 07/31/2013
O 1114 a7 Gausman, Alex 07/31/2013




Order Request Detall

_ >

N

* Click on the tabs to view commodity specific Order
Requests

* An entire Order Request Can be rejected

* Item Quantity can be changed as well as deleted

* Changes must have a reason




Relationship between PO Module & Order Request History in
ShopDOE

Changes made to an Order Request In FAMIS PO Module will be reflected in Order Request History
in ShopDOE. For additional information click into an Order Request ID#

ORDER REQUEST HISTORY
B The different Order Request Status

Wiewe: | Al
1D STATUS DATE PLACED
1501 e 9/16/2013 cancel Understanding Your Order
1375 Partial Order Rejected 9/10/2013 [REEUSSE
p— e v o/1042013 ancel All order requests go through a review and
approval process by your school. As your
1357 Cancelled 8/30/20132 order regquest is processed, it will change
1356 Rejectad a/30/2013 ?0 one thhe status below. To see more
inforrmation about an order request, click
1352 Cancelled 8/29/2013 on the arder request number.
1333 Partial Order Placed & Rejected s/27/ 2013 Mews %our arder request has heen
1332 Pending 8/27/2013 subrmitted to your purchasing secretary
i for remwiew.
12321 FPending 252752013
Pending: The entire arder regquest ar a
132 Cameslice SET/E0LS partion of it has been reviewed and
1322 Cancelled 82/27/2013 processed by your purchasing secretary,
1397 Ccancelled 8/27/2013 bL!t is_ pending approval from your schoal
principal.
1=zz25 Rejected S/27/2013 .
1 /2wy Order Placed: Your entire order request
1324 Crder Placed 2/27 /2013 has been approved by the principal and
1223 Order Placed /07 2013 an order has been placed with the seller
A or sellers.

Partial Order Placed: A portion of your
order request has been approved by your
principal and an order has been placed
with the seller or sellers.

Rejected: Your entire order request has
been rejected by your purchasing
secretary or principal.

Partial Order Rejected: & portion of your
order request has been rejected by your
purchasing secretary or principal.

Partial Order Placed & Rejected: &

paortion of your order request has been
approved by vour principal and an order




NYSTL (Textbook, Library
& Software)




Resources

Division of Contracts and Purchasing -
http://schools.nyc.gov/Offices/DCP/Vendor/Default.htm

Buying Tools for Schools
http://schools.nyc.qov/Offices/DCP/BuyingTools/default.htm

Finance Service Center (718)935-5000 or
clientservices@schools.nyc.gov



http://schools.nyc.gov/Offices/dcp/DepartmentofEducationProcurementPolicyandProcedures.pdf
http://schools.nyc.gov/Offices/DCP/BuyingTools/default.htm
mailto:clientservices@schools.nyc.gov

