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Active Supplier Contract: Information Sheet

Benefits of Utilizing this Active Supplier Contract:
e Reduces the time and resources requirements for end-user(s), as all procurement
requirements and compliance items have been previously met.
e The selected services have been deemed to be advantageous to the University, price and
other factors considered.

Overview of Services
-This contract may be utilized by any department on an as-needed basis-

Project Title: DIGITAL PRINTING & PHOTOCOPYING
Contract/Agreement: | 1591
Term: July 11, 2027

Awarded Vendor: KM Media Group LLC dba One Source Solutions
Name: Sean Costello
Office: 973-330-3307
Email: scostello@onesourcenj.com
Scope of Services:

Awarded Vendor
Contact:

Procurement Services, in conjunction with University Communications and Marketing,
has awarded a University-wide contract for Digital Printing & Photocopying Services
fulfilling printing & photocopying services, including binding and special services, to
One Source Solutions.

This contract excludes business cards, letterheads, envelopes.
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Workday KM Media Group LLC dba One Source Solutions
Supplier Punch-Out Job Aid:

KM Media Group LLC dba One Source Solutions is a punch-out catalog in Workday for Digital
Printing & Photocopying products. Requisitions for KM Media Group LLC dba One Source
Solutions should be entered through the punch-out process (i.e. WB Mason, Grainger, Dell
Marketing, MRA, Fisher Scientific, and HD Supply), using “Punch-Out Catalogs” as the requisition

type.

Note: If the on-demand print piece you are looking for is not available through the punchout
system, a "Digital and Print Design Job Request" can be made to the University Communications
and Marketing (UCM) Division. This shifts the process from do-it-yourself to having UCM manage
the project and should be used when strategic communications support is required beyond the
options available in the punchout. Refer to the Non-Punchout section of this Job Aid for additional
information on that process.

To create a Punch-Out Requisition:
1. In Workday, go to the search bar and type in “Create Requisition”. Results will appear for
you to select “Create Requisition”

Search Results

Categories Search Results 4 ite

Common Tasks and Reports

Assets

Create Request

Create Requisition
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2. You will be directed to the instruction page. Here is where you would select “Connect to
Supplier Website” to access the Supplier Catalogs. Select KM Media Group LLC dba One

Source Solutions.

v Select an Option

Request Non-Catalog ltems

Special Request

Connect to Supplier Website
Punch-Out Catalogs

3. Select One Source Solutions and press “CONNECT”, it will direct you to the KM Media

Group LLC dba One Source Solutions homepage.

Company Requester Currency Requisition Type
Montelair State University Hilal Tabakei uso Punch-0ut Catalog

Supplier Websites 12 items

@ Logo Supplier Link Name Multi-Supplier Supplier

@ o ByT I W B Mason

O m W W GRAINGER INC W W GRAINGER INC (PUNCH
O OneSource KM MEDIA GROUP LLC DBA ONE

4. While this page is loading you will see this message:

Please wait until page is loaded
e

Cancel

W B MASON (PUNCH OUT})

SOURCE SOLUTIONS
(PUNCHOUT)

1|
=

Description Connect

W B Mason
( Connect \
A

wWw
Connect

) e
One Source | Conncst \
T
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5. You will be directed to the Punch-Out home page where you can begin to shop. Select the
View Items in the Flyers & Newsletter thumbnail to view the products available for
purchase.

6. Select the “View Details” button for the targeted item.

MONTCLAI

STATE IVERSITY welcome Hilal My Account - Search P Litems

Home Order History Save for Later Profile Address book

e o

Event Title i Tine
ate (Locatan {Tune o e

Brochures & Programs Posters Fiyers & Newsletters

View ltems View Items

7. Select your item. The buttons on the outlined toolbar below will appear when you
customize your item Finished Editing if you’re ready to submit, or Save if you need to
download the proof for approval.

ADMISSION
INFORMATION

‘430 admissicn information

1 —8
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8. Choose the quantity. Use the “Additional Instructions” section to include deadlines,
special handling, or specific delivery location. You can continue and finish your order or
select “Save for Later”.

NTC lAI R Welcome Hila My Account = Search RO tems

Home Order History Save for Later Prohile Address book

All Preducts  Flyers & Hewsletters

Montclair Event Flyer - HORIZ2S - 100LB Gloss Text

Quantity Price
200 to 250 3043 each
251t0 300 $0.32 each
01 to 1.000 $0.27 each
1.001 to 2.500 $ ach
1
CQuantity
200
Price $85.60

Additional Instructions

4

"t
» Two Sdad
o Customize

9. Save for Later will bring you to this screen, where you can edit options, change the
quantity, continue designing, download a PDF proof for approval, or remove the item.

MONTC LAIR Welcome Hilal  MyAccount = Search ‘WOitems

STATE UNIVERSITY

Home Order History Save for Later Profile Address book

Saved for Later

e

MSU Homecoming

Montclair Event Flyer - HORIZ2S -
100LB Gloss Text

Price :385.60
Quantity 200
Added on : 9/22/2025

Edit Options or Quantity
Continue Design

Dowmload PDF
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10. If you want to continue editing in the customization page, make your changes
& then click finish editing:

MONTCLAIR

MSU Homecoming

Lo g Sakar 8 dea.combactena dcbgeces) s Lormn guam deicr o s, ot WS S
o st

Aarsaan it s i o R

et e e g B peln b

11.When you are done editing you can download preview or hit continue to keep shopping.
Or you can accept the conditions to move forward with your purchase:

MONTCLAIR

._ B
™, By -
L

-

T

MSU Homecoming

L dalor i mmet, o Lorem e, g
Proen Bncailunt Sitem arcs o pulving CF se saliciudin Proen ncsdun Schum acu o puivine Cras s ol
Cornmd ar nes auscqat Misa eas shemerg e o s aipi WA el

Sad e presus

Curabin . Danec:  ¥itae eI
VB AR UT R3p N Peuag) BT IS ANORCS LT
S @ 0% QAT DoRLETE I Wl SN COMMECIENtS hgumt
__— SUBHEAD:
=Dt
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12.1f you would like to continue shopping to add more items, click continue:

MONTCLAIR RSP VORI SR sy
Home Order History Save for Later Profile Address book
Shipping
ShipTo Subtotal $84.00
Hilal Tabakei, 150 Clove Road, Little Falls, NJ - Shipping $0.00
Tax $0.00
Hilal Tabakci
9736333692 130 Clove Road
Little Falls, NJ US 07424 Total $84.00

‘Weight: 0.000 Ib g
Continue

Shipping Method

Ground $0.00

13.After clicking Checkout the website will redirect you to Workday to finish processing the
purchase.

MONTCLAIR Weooe W Mycnt.  Samch | Waiham

STATE L RSITY

Home Order History Save for Later Profile Address book

Shopping Cart
Montclalr Event Flyer - HORIZ1S - 100LB Gloss Text

Montclair Event Flyer - HORIZ2S - 60LB Exact lce

q 200 sa7.40
s llB B

=
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14. For your first order, you must enter your “ship to” information. The system will
remember the address for future orders. The “shipping method” is always ground zero

which is the default on the drop down.

MONTCLAIR Welcome Wil Myccomt~  Search | Wlitems

STATE UNIVERSITY
Home Order History Save for Later Profile Address book
Shipping
ShipTo Subtotal $84.00
Hilal Tabakei, 150 Clave Road, Little Falls, M) - a |+ Shipping $0.00
Tax $0.00
Hilal Tabakci
9736353692 1350 Clove Road
Little Falls, NJ US 07424 Total $84.00

Weight: 0.000 b =
Continue

Shipping Method

**Refer to the Requisition Worklet Job Aid for further directions on how to complete the

requisition process. **
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Workday KM Media Group LLC dba One Source Solutions
Non-Punchout Job Aid:

1. If the on-demand print piece you are looking for is not available through the punchout
system, a "Digital and Print Design Job Request" can be made to the University
Communications and Marketing (UCM) Division. This shifts the process from do-it-
yourself to having UCM manage the project and should be used when strategic
communications support is required beyond the options available in the punchout.

a. The supplier should never begin a project without a purchase order. Therefore, all
requisitions should be created from the quote and not the invoice.

2. Please ensure to use the correct supplier when entering non-punch out requisitions in
order to avoid errors when processing the requisition.

a. Select "University Contracts (UNC#)" as the purchasing methodology
b. Enter "RFP # 1591" on the "Memo to Suppliers" and the questionnaire sections.

c. Ensure the supplier is selected (Supplier ID S-00005506)

% KM MEDIA GROUPLLCDBA .. =
ONE SOURCE SOLUTIONS

Supplier

Supplier Contract ‘

d. Supplier Contract## SCON-000313 has been created for this UNC. Select “Approved
Supplier Contracts for Company Supplier” under the Supplier Contract field and
then proceed to select the Supplier Contract:

Spend Category *

Approved Supplier Contracts for
Company and Supplier

Supplier

Multi-Supplier Contracts for Supplier 3
and Company

Search =

Supplier Contract
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Supplier Contract Search

2 Approved Supplier Contracts
Start Date for Company and Supplier

. SCON-000313: RFP-1591, Digital
Photocopying Svcs, Comm &

End Date Mktg

3. Receive goods in Workday once the item has been delivered to your office.

4. Send invoice with the purchase order number referenced to invoices@montclair.edu

10
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