
Central Stores Ordering System 
PeopleSoft Financials 

Getting Started – Logging On 

Using your web browser, go to the URL for the 

FSU Financials login screen

Use your standard network/email User ID and Password to sign into the secure site. 

https://finprodweb.frostburg.edu/psp/FMSPROD/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE.FieldFormula.IScript_AppHP?pt_fname=FSU_CUSTOMIZATIONS1&FolderPath=PORTAL_ROOT_OBJECT.FSU_CUSTOMIZATIONS1&IsFolder=true


 

Go to FSU Customizations > Central Stores and then select Central Stores under the Campus 
Folder 

 

 

The “Find an Existing Value” tab will allow searching of previous IPO’s. Please note that 
completed orders are view only. 

 

To create a new order, click on the “Add a new Value Tab.” 

 

 



 

 

 

 

 

Using the drop-down menu, enter the building and room number where the order should be 
delivered. The building field operates off the drop-down and the room number should be 
entered manually.  

 

Click “Add” when finished. 

 

 

 

 

 

 

 

 

 

 



 

Enter the information for the order. The “Completion Date” gets filled in by Receiving once they 
complete the order. “Phone Number” is required (not format sensitive.) 
 
Under the heading “Items” click the drop-down box to see all the items available. Click on the 
item you want and then enter the quantity. Tabbing out of the “Quantity Box” will populate the 
“Total Cost.” To add another item, click on the + box on the right. 
 
Enter your department number either manually or by clicking the magnifying glass. Tab over 
and enter the total dollar amount from the item line you just entered. NOTE: Your department 
is not charged for Central Store items. This information is for internal use only. 
 

Additional information may be added in the “Optional Delivery Comments” box. 

 

 

Don’t forget to SAVE the order. Receiving runs a report daily and will capture your order. 

 


