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1111 {anagement How to Order Textbooks, Reading and

}qtel‘n Instructional Materials from FMS
Follow these steps to easily locate and order textbooks, reading and instructional materials.

1. Open an internet browser to the MCPS Home Page.
2. Click on the For Staff tab.

3. Scroll down the Tools & Resources column and click on the Procurement & Bids link, located underneath the
Materials heading. The MCPS Procurement website is displayed.

4. Under For Staff, click on the Textbooks, Reading and Instructional Materials link. An index of available
textbooks, reading and instructional materials will appear. Either click on the category of items you need,
or simply scroll down the page to find the item descriptions you need.

Find on Then
FMS... Enter...
( Descriptions: Go To: Search Term:
Core Books Main Store  Core-K

N

e To see all the items included in that description, click the name shown in the Descriptions column.

e An Excel spreadsheet appears with all the items that are included in the description you selected.

\ Division of Procurement FIS Order Location: Main Store
Department of Materials Management Keyword Search: Core-K
MONTGOMERY COUNTY PUBLIC SCHOOLS Last Updated: May 15, 2008

Rockville, Maryland

Textbooks, Reading & Instructional Materials

uom Grade Copyright

|Supplier Item* Description* Price’ Author(s) Level |Publisher ISBN 10 or 13 |Date Subject Matter |Core-K
[~ [=]F7cels] [~ |Rang~ [~ [~ |(vean) [+ | i
Bein’ with You This Way % Lee & Low ( Enaglish
14948701 (Paperback) { GURL=N ) 477 NIKOLA, L. K-03 Core-K) 9781880000267 (1995 Language X

Publishers
10.85 Nikola-Lisa, W. [K-12 Group West(  |9780785780021 |1995
Core-K )

English
Language

Bein’ with You This Way

(Prebound Binding) { GURL=N ) X

0120-01707330

e To return to the Textbooks, Reading and Instructional Materials page, click the ‘ Gsa:k arrow in

the internet browser toolbar.

5. The Go To column identifies the location in FMS where the described items can be found. For example,
items that are part of the Core Books description can be found in the FMS Main Store.

_—
Then
Enter...
Descriptions: Search Term:
Core Books Main Store  Core-K

Page 1 of 3



6. The Search Term column identifies the criteria used to search for the described items in FMS. Click and

drag your cursor over the search term of the item you’d like to order on FMS. Right click and choose Copy.

Find on

FMS...
Descriptions: Go To:
Core Books Main Store

Then
Enter...

Search Term;

Core-K

The Search Terms will be one of the following:
e A keyword or phrase (Example: Core-K)

e An acronym (Example: RTPT-2 = Reading to Perform A Task, Grade 2)

7. Open a second internet browser window. Login to FMS and click on the Internet Procurement link.

Navigate to the Main General Store.

L= Financial
1 Management iProcurement srus
! System

Stores | Categories | Shopping Lists | Non-Catalog Request

Search [Computers, Equipment, Software & Supplies =|| Go ) Advanced Search

8. Right Click and choose Paste to enter the item’s Search Term from the Textbooks, Reading, Instructional

Materials page into the Search Main General Store field. The search term you copied should appear.

Stores | | Lists |

Search Main General Store  [[Bein’ with You This ¥ (_(Go ) Advanced Seal

< Shop: Stores >

RJilain General Store
Main General SToTe

Shopping Cart

Available Catalogs Your cart is empy.
Enter keywords in the search field above and press Go to search the following available catalogs.

Name Description Type Compare ltems
Al Local Content Local Base Local P 2

No items selected

Shop | Requisitions | Receiing | Shogping Cart | Home | Logout | Preferences | Help
ed

=18lx|
| &
Qo= - © - [¥] [ (D] Pseoen Sproons @[ 2- 2 B - JE B
ackess | 4 _HTMLIOR. =] B ‘Go g[8 s {» & - (sonin- ‘% -
Lee IV Financial
1 /Management  iProcurement-siss Soppia cart tone Loou Beterencss Help
w1 Systerit
Requisitions | Receiving

Shop Other Stores

Copyright (c) 2008, Oracle. Al rights reserve Privacy Statement
|
5] [N
Bistart| & (L @ O () Inbox - picro.. | &]ttontgomery .. |[ &) oracte Proc.. & pErsoNALxLSE | B corerkds ... | [ BTy RO, 12:26m
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9. Now click the Go button. The item(s) you specified will display in the results region.

hop - Microsoft Internet Explorer

=lalx|
T 5 &
Qe+ (- %) B 0| sewen Jormeres @) 00 LB - B
adress [ a _HTIL{OR. == E ‘ Google[8~ [seann | » & - Cisanmn - ‘%‘ -

Jwes MY Financial
1 Management iProcurement e
! System

Stores | C sts | Non-C e

ot
Search j4fin General Store B with You This V ((Go ) Advanced Search
shogeores > Shop Main GeneralStore >

firch Results from All Local Content: Bein’ with You This Way (Paperback) ( GURL=N )
Sortby [Relevance =] [Descending =] (Go

Hide Images

Bein' with You This Way (Prebound Binding) ( GURL=N

Supplier. Mackin Library Supplier ltem: 151650
Media

Quantty [~ 1 (Add o Car1)

Add 10 Favorites ) (Add to Comfl

Shopping Cert Home Lacout Preferences Help

BT Requisitions | Recehing

Internal hern Nurmber ERS Approval Status: Yes  Grade Level Range: K-12
Publisher  Publishers  Author(s): Nikola-Lisa,W.  Copyright Date (Year) 1994
Group West
(Core-K)
Internal Price ISBN 10 or 13: 9781880000267 Instructional Material Type: ~Instructional
Material
Price: 12.22 Unit of Measure:  Each

Shop Other Stores

Shopping Cart

Your cart is empty.

lCompare items
o items selected.
Related Links

Categories.
© Library Materials for

More.

Shopping Lists.
Click here to see all related

shopping lists.

|
[Eone [T T [ temet
Wstart| &~ @ © ™ fontgomery Coun... [ £ oracle (= 2 Merosoft offic... -| A2 BB T RS 1228

10. Adjust the Quantity field as needed and click Add to Cart.

If you wish to search for another item repeat steps 4 to 9 above for as many items as you would like to order.
Keeping two internet browsers open will expedite this process. Keep one browser open with the Textbooks,
Reading and Instructional Materials page displayed and one browser with the FMS Main General Store
page displayed. Once all items have been added to cart, click View Shopping Cart and then click Checkout.
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