Placing MSU Brand Identity
Orders in Spartan Marketplace

Business Cards, Letterhead, Envelopes
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Navigate to the ODP catalog

In Spartan Marketplace

0 Log in to ebs.msu.edu using your MSU NetID and password

Office Supplies

f Punchourt §
odp  ¢um

Office Depot

e Click the Spartan Marketplace tile
e Click Go to Supplier Catalogs

0 Navigate to the ODP catalog
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https://secportal.ebsp.msu.edu/sap/bc/ui2/flp#Shell-home

MSU Brand Identity catalog

e Click the Brand Identity link in the ODP header
OOQLUHGHP Products v Search

BUSINESS

E Order By ltem i Shopping Lists E} Bulletin Board ﬁ._ﬁ Brand Identity

e Choose a business card, envelope, or letterhead template

Business Cards Envelopes Letterhead
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Create your stationery

) Orders #2] Order By Item % Shopping Lists [} Bulletin Board [ Brand Identity [ My Files Account: 90735731

Customize the template S
with your brand details .2 : R

500

College or Division MICHIGAN STATE envelopes
UNIVERSITY
University Procurement and Logistics University Procurement and Logistics
Angell Building

166 Service Road
East Lansing, Ml 48824

Choose a quantity oL roamer

&) Orders 5] Order By ltem [% Shopping Lists CJ Bulletin Board 2 Brand Identity [T My Files Account: 90735731

Search

Building Name

Product Summary
< Back — Zoom +

# #10Envelope, 2 Color - ENO3

Click Next to see a proof

UNIVERSITY

University Procurement and Logistics
Angell Building

166 Service Road

EastLansing, MisB024 0 Select desired quantity from grid below.

Qty
250

Review and approve the

envelopes

° °
I
p rOOf by CI IC kl ng N eXt ﬁzfer\cf):';ed the proof to be correct and approve the

order for printing. | understand that once the checkout
process is completed, no changes can be made.

B3 Email Proof |@ View PDF Proof

’ |:| | accept & approve my artwork.
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omplete your order

p Products v Search 8Q E E&:ntact
oLuTioNs

Click Next to add to your cart

Item

Finish any other shopping in
the ODP catalog

Once ready, click Checkout in your
cart to return to Spartan Marketplace
to complete your order

®© 60 6

&) Orders 5] Order By ltem [% Shopping Lists CJ Bulletin Board [ Brand Identity [T My Files Account: 90735731

Remove All Products Next

Notice: These items are not currently in your shopping cart. Once you have reviewed the configured items below, please click Next

to add these items to your cart.

Options Quantity
#10 Envelope, 2 Color -E... I_D Copy Z  StartFresh
#4089533 With your Starting from a blank
University Procuremen... customizations already slate, create the same 250
in place, create the product again
/ ]ﬁ[ same preduct again

oUp, . e .

) Orders [ order By Item [% Shopping Lists C} Bulletin Board [ Brand Igentity T My Files

Shopplng Cart Order Summary

] Subtotal §48.35
Estimated Tax $0.00
Shipping Qty. Price Estimated Delivery FREE
Total (1 Iltem
MSU #10 ENVELOPE, 2-COLOR Delivery 1 $49.35
Item # 4089533  Entered Item # 4089533 -
I In-store pickup not Edit $49.35 box
» Manufacturer Direct available.
print&copy Estimated delivery Remove

7-10 business days
Customized Product

Need Stamps?

"Ei
Update Empty Add to List 2 .

.
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https://edge.sitecorecloud.io/michigansta4a14-msu70a4-prod718c-8cd0/media/project/msu/procurement/docs/smp-tut08.pdf
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