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How to order from Apple at M-Marketsite 
The intended audience for this document is UM employees who spec out custom Apple computer builds. 

 
1.  Go to the Apple Higher-Education M-Marketsite 

 
- Go to http://wolverineaccess.umich.edu 
- Click on UNIVERSITY BUSINESS 
- Click on M-MARKETSITE BROWSE ONLY 
 

 
 

 
 
- In the new window, click OK 
- Under Office/Computer, click the green apple 
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2.  Select the items you wish to purchase and create the proposal 
 
- Select the items AND/OR configure the system you want to purchase 
- Click ADD TO CART for each item OR Continue shopping for additional items 
- Click EDIT YOUR CART 

   
 

- Review your order 
- Click CREATE PROPOSAL 
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- Fill in the required fields for the Proposal Information 
 

NOTE:  On the “Proposal Information” screen, you must complete the required 
fields before you can return your items to the M-Marketsite.  Browse only users 
should note that the name and email address fields do not automatically populate 
correctly.  You will need to change these fields each time you create a proposal.  
 
* Required Fields:   

First Name  
Last Name  
School  
Daytime Phone Number  
Your Email Address  

  
Optional Fields:  

Title  
Department  
CC – input an e-mail address of a person you would like to be carbon copied 

 
- Click continue 

 

  
 
 

YOUR ORDER IS NOT COMPLETE YET 
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3.  Return the order to M-Marketsite 
 
- Click the "Return to Procurement Application" button 
 

 
- Name the order (suggestion -- your name or your faculty and their short code?) 
- Enter the Dept Ref # (suggestion -- use the Apple web proposal number?) 
 

 
 
- Click to "Assign the cart" 
 

 
 
- Click SEARCH FOR AN ASSIGNEE 
 

 
 
- Search for the UM email address of your purchasing agent/P-Card holder's  
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- Click the radio button next to the name of your purchasing agent/P-Card holder to select them 
- Click CHOOSE SELECTED USER 
 

 
 

- Click the ADD TO PROFILE box so you won't have to search for them every time 
 

 
 
- Then click the ASSIGN button 
- You will get a confirmation window with the REQUISITION NUMBER 
 

 
 
 
At this point, the P-Card Holder/Purchaser you chose will get an email notification that you have built a 
"draft cart" which they can then locate on M-Marketsite. 
 
 
 
 
For additional information… 
http://www.procurement.umich.edu/Contracts/How%20to%20use%20the%20Apple%20Catalog.pdf 
http://www.procurement.umich.edu/mmarketsite_releaseinfo.html 


