
Follow the instructions below to easily search for items that are part of MCPS contracts or bids in the FMS when 
the Division of Procurement Contract Summary Index page specifies in the Search Term column header to conduct 
a search using a description. 

1. Navigate to the Division of Procurement Contract Summary Index page on the Procurement website and 
open up the contract summary Excel spreadsheet that contains an item you wish to locate and order in the 
FMS.   

 

 

 

 

 

 

 

*For step-by-step directions on accessing the Division of Procurement Contract Summary Index page, refer to the docu-
ment entitled Ordering MCPS Bid Items from FMS. 

2. Open up a second Internet browser window, login to the FMS and click on the Internet Procurement respon-
sibility link.  Navigate to the store location specified on the Division of Procurement Contract Summary Index 
page to conduct a search for a desired item using a description in the Search field. 
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3. Next, minimize the Internet browser window that displays iProcurement.  Now, click and drag over the item 
description that is desired to be ordered, that appears in the contract summary Excel spreadsheet.  Right 
click on the item description that has been highlighted and select the copy function from the drop-down 
menu. 

4. Then, minimize the Internet browser window that displays the contract summary Excel spreadsheet so that 
iProcurement is displayed on the screen.  Right click inside the Search field and select the paste function from 
the drop-down menu.  The item description copied from the contract summary Excel spreadsheet is dis-
played. 

 

 

 

5. Now click the Go button.  The FMS will refresh to display the exact item you specified a search for in the 
Search field in the results region. 

 

 

 

 

 

 

 

 

6. Add the item to your Shopping Cart.  If you wish to search for another item using it’s description that is part 
of a different MCPS contract summary, minimize the Internet browser window displaying iProcurement so 
that the contract summary Excel spreadsheet is displayed on the screen.  Click the               arrow in the 
Internet browser toolbar to return to the Division of Procurement Contract Summary Index page so another 
contract summary can be selected, reviewed and steps 3-5 can be repeated. 

7. Once all items have been added to your Shopping Cart, proceed to view the Shopping Cart and then to 
Checkout. 
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