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1. FMS Header 

 

 

Note that if you click on any of these path links or dropdown 
menus, you will navigate out of the eBuy Marketplace into 
FMS. You will then have to navigate back to the eBuy 
Marketplace. 

 

2. Return to 
Marketplace 
Home 

 

You can click this logo to return to the eBuy Marketplace home page from anywhere in 
the Marketplace. 

3. Key eBuy 
Information 

 

 
 

Guidance on how to shop in eBuy, such as: 

• Shopping in the Marketplace 

• Tips on managing orders 

• Where to find additional tutorial material 

• Contacting the Procurement Help Desk 
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4. Detail on 
Recent 
Orders 

View your list of recently purchased items and add directly to 
your shopping cart. 

5. Customized 
List of Your 
Favorite 
Products 

 
 
View your customized list of favorite products and add directly to your shopping cart. 

6. Shop from 
Suppliers’ 
Catalogs 

 
Shop directly from suppliers that offer full product 
catalogs.  
 
Excludes those suppliers who have system hosted catalogs.  
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7. View List of 
Saved 
Searches 

 
 
Access to your saved searches to initiate a new search and add items to your shopping cart. 

8. View Saved 
and Shared 
Carts 

 

 
 
Access your saved and shared carts to re order items by adding to your shopping cart. 

9. View Current 
Cart 

 

 

Hover over the cart icon to view a list of current items in your 
shopping cart. 
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10. General 
Search 
Across 
Catalogs 

 
 

 
The Search bar provides the ability to either search by keyword or product number. This search will search 
across all catalogs by default. 

11. More 
Detailed 
Way to 
Search 

  
 
The Search tab accesses the Quick Find search that provides the ability to search a specific supplier, or 
multiple suppliers, by part number. You may search up to 50 items. For a large list of suppliers or part 
numbers, you may upload items by using the system’s template. 
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12. Shop from 
All Suppliers 

 

 
 
Access all supplier catalogs, including system hosted catalogs, by clicking on the green arrow or book. 
 
To access specific supplier information, such as contact information or how to order a non-catalog item, click 
on the supplier name.  

13. Shop 
Recommended 
Products  

 
 
The Packages tab accesses listings of recommended or preferred items. Access the Order Guide to view 
recommendations from ERGO and Facilities. Use Bundles for items that are purchased as sets. Preferred 
Items are Laboratory preferred items for purchase. 
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14. Order a 
Non-Catalog 
Item 

 
 
Use eForms to create a non-catalog order. Click on the green plus sign to add rows for each item. 
 
Can’t find a supplier in eForms? See the eBuy Non-Catalog Order Supplier Guide for each supplier’s 
instructions on how to place a non-catalog order. 

15. View 
Messages 
Received 

 

 
 
View your current messages in your inbox. View sent messages, or 
deleted messages from your Message Center. 
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