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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.
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1 Diwision of Precureme ni FMS Order Location: Main Siore)
2 | Diepartmend of Maberials Manszemend Eevward Search: WHSE 5]
3 | MONTFOMERY COUNTY PUBLIC SCHONILE OR
4 | Rockoille, hMarylamd FXI5 Order Location: Main Siere)
5 | Kevword Seareh: MCPSAVEQS
B | Comtract Summary: Audio Visual Eywipment or Description
E | Coniraet Term: 10152007 through 10/ 4°2008

[Wareheuse Supplier [Category  Deseriphion TOM Prace
0 o Item

£20.00 | 27 Telewizon High Resclution wath Remote Inchodes | Year Full Each 47745
10| Warrarty Brand Samsung Moedel TXTZ793H MCPSAVEQ

230,00 Attachanent Raoller for 3M 1525 Overhaad Projector Brand: 38 Mods] Each 14 82
11 | HASTIZ MCPSAVED
12 230,00 Autocasd Reader Brand Cabfone Modsl 0104V MOPSAVED Each 135,24

*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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Stores | Categores | Shopping Lists | Non-Catalog Reguest
Search |Computers, Equipment, Software & Supplies jl Go | Advancad Search
Stores

Store locations
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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.

Stores | Categories | Shopping Lists | Mon-Catalog Reguest

Search Main General Store | levision High FEEe ) Advanced Search

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.
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Communications
Televideo

Internal Hern Mumber: E&S Approval Status Grade Leval Range

Publisher Author(s): Copynght Date (Year)

Internal Price: ISBN 10 or 13: Instructional Material Type:

Price: 47745 Unit of Measura: Each

Cluantity |_1 Add to Cart Add to Faworites | | Add to Compare |

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 | @'Back 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 dall items have been added to your Shopping Cart, proceed to view the Shopping Cart and then to
Checkout.
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