SHOPBLUE

Trademark Materials Request

1. When you are ready to begin filling out your Trademark Materials Request form, return to the ShopBlue
“Shopping Home” page and look for the Special Request tab under showcase (Figure 1).
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Figure 1

2. Inthe Special Request tab, click Trademark Materials Request (Figure 2).
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Figure 2

3. The first step of the form is to search for and select your desired supplier (Figure 3).

1. Supplier Information ?

Enter Supplier
or

. Supplier Szarch (If desired supplier is not found. search & select
New Suppfier)

Figure 3
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4. After the supplier has been selected, continue on to the form field sections. There are five required fields, once
completed, you will add this form to your cart and proceed to checkout (Figures 4 and 5).

2. Contact Information [ 2
Are you the person to contact with any Mo (provide CoNtic SRI0W]  e— Hint: If SElEEl'II'Ig NO, be prepared with the
questions concerning this request? * Yes MName, Department and Email of the person

who should be contacted with questions
If NO above provide the Primary Contocr information here

Contact Name,/Title
Contact Department [ Group / Office:
Centact Email and/or Phone Mumbaer:

e

100 characters ramaining expand | clear
3. Product Use ?
How will this product be used? (select all that apply)
Resale for Profin Ap— i1t MH'timE
Ciass / Office Use boxes can be
Proenokian f G selected here
Uniform
Resale: At Cost
Resale: Above Cost
Other (identify befow)
Dther {detail)
I
Figure 4
4. ldentity Mark(s) and Text Details I
Is the Imprinter different for the Supplier ' MNo
selected for this request? Ye (provide details below)  e—————— Hint: If you are selecting YES, be prepared

cp T — with the name, Address, Phone Number
L above. provide the Imprinter information here: . ~ B
mprinosr: Nams, Address, Phons Number and Email of the vendor who is doing the
Ermubil, ane |mprinting

A
500 characters remaaning expand | clear

Attach all proposed Designs including all text and images that will be used on the final product
(REQUMRED) Hint: Be prepared with an electronic file of

Internal Attachments . .
all proposed designs or you will not be
Add Amachmenss . .
— bleto complete this section

5. Item / Material Details 2
tem / Product R N e .
Hint: Enter item description, quantity
S Ext.
Description Price Quantity . and price. If you need more than
| o 600 three line items, scroll to the top and
| g ! P
' ; select “Save to Cart and Add
Packaging [UOM) 1 EA = Each

Another.” Delete the line items that

Artach WV | -
S e e you previously entered and add your

Supplier quote or Supporting decumentotion

Titernal Attachments additional line items then select
Asd Anachmaes “Complete form and go to cart.”
Figure 5
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5. When you have completed sections 1-5, scroll down to section 6 and select Yes or No to acknowledge this
product is of satisfactory quality to represent the University (Figure 6).

6. Department / Organization Acknowledgement
| acknowledge the product requested here: “ No
hCH
1. Is of satisfactory quality to represent our campus.
2. Will NOT be sold at a profit or used in 3 commercial promotion.

Figure 6

6. When you have completed the form, scroll up to the right hand corner and click “go” next to “Complete Form
and Go to Cart” (Figure 7). Note: A form cannot be added to a cart that has either catalog or non-catalog items

in it, so make sure your active cart is empty. If your active cart is not empty, please select “Add to new Cart”
from the available actions dropdown.

Trademark / Artwork quuest Availzble Artions:| Complete Form 3nd Go To Cart ¥ EICIDS& | =

Trademark / Artwork
Request

& Thit form must be uzed for Bny requests involving Campus loge imprinted materisle. This includes: spparel Signsge Banners. giveswsys EX8Ct réprints e1c
® Al final dasign(s) and artwork must be attached o this request. All requests will require Trademark approval
® You may identify/select a particular Supplier for this request however Procurement Services may select a different Supplier in centain instances based on licensing guidelings. availability, etc

Figure 7

7. After you have submitted the form to your cart you will be able to proceed to checkout (Figure 8).

Sho @leligie] Cart sormicras onase + Continue Shopping 1 item(s) for 2 total of 0.00 ¢
Name this cart: [2018-09-26 mpahare 0 : P 1 10 Checkout | M1 -IiEl
Share my can with othert  No user groups available. Chick here to craate shared Cart user groups

Have you made changes? | Update | ._J | 2} Help | Empty Cart | | Create New Cart Perform an action on {0 items selected).. |v| Select All

Great ldea Promotions Incorporated [Ifj .8 o=t

SO0TMAINCHECK | Edit
10057 Grefner Road, Sume 7, ClarencelYZ NY 14051 US

Product Description Unit Price Quantity Total

j Trademark / Amwork Reques:  mmm— Hint: Click blue text to edit [[Update | 0.00 L0
pen fam.. i [P RACR AR [ |
form before submitting Maore Actions | v |

Summarized form figids Q.00 1 0.00 usD

Commodity Code  |[DDD0O00CD-0000000-53600 2
Default
Supplier subtotal 0.00 uso

Figure 8
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Final Review

Figure 9

Required field: Account-SUNY

SHOPBLUE

8. You are almost ready to go! Your last step, before placing your order, is to complete the sections that do not
have a green check next to them (Figure 9).

@ Almost ready to go! The list below needs to be addressed before the request can be submitted.
Reguired field: Account Source

Accounting Codes

Accounting Codes

Account Fiscal YR-

Great ldea Promotions Incorporated

m ,.i more info...

SN MAAIMCHFCK

This is a partial list of errors. Click here to see all (16)

Document Actions w

=R

History

Mo

ACCount- Account  Project-RF - Project Task-RF Award-RF  Award Exp Major- Exp Minor-
Source SUNY SUNY Override- End End RF RF Docket-
SUNY Date Date RF
Requisition

ot P ] [} o ] (<] o o o

zH Reguirsd Reguirzd Requirsd Requirsd Required Regquirsd Required Reguirsd

field field field field field field field field

Shipping v & & = 2 £ & &
Billing v 4
Purchasing Information SUNY Object
RF Approval Certification v UMSPEC/Commaodity Object
Accounting Codes
Internal Motes and Attachm...
e e % Lines Selected Lina ftem Actions w
Extemal Motes and Attachm... +F
Supplier Information ™

9. When the “Final Review” section has a green check next to it, your order is ready to be placed (Figure 10).

N

This erder iz ready to be placed

_

Figure 10
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