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Introduction

This User’s Guide is designed for Requesters who will be using the eProcurement module in the
PeopleSoft Financials system, as well as the GeorgiaFIRST Marketplace. In this User’s Guide, you will find
an overview of what the eProcurement module does, as well as what the function of the GeorgiaFIRST
Marketplace is. You will learn how to create an ePro Requisition from a GeorgiaFIRST Marketplace
shopping cart, as well as how to create a Special Request Requisition. You will also learn how to create
your own Shopping Carts in the GeorgiaF/RST Marketplace.

Topics covered in this user’s guide:

e QOverview of eProcurement and the GeorgiaFIRST Marketplace
e Basic Procurement Policies

e ePro Requisition Basics

e Accessing and Navigating the GeorgiaFIRST Marketplace

e Retrieving an Assigned Shopping Cart and Creating a Marketplace Requisition
e Creating a Special Request Requisition

e Working with Requisitions

e Desktop Receiving

e Requester Notifications

e Searching for Items in the GeorgiaFIRST Marketplace

e Shopping for Items in the GeorgiaFIRST Marketplace

e GeorgiaFIRST Marketplace Favorites

e User Profile in GeorgiaFIRST Marketplace

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2014
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Chapter 1: eProcurement and GeorgiaFIRST Marketplace
Overview

What are eProcurement and the GeorgiaFIRST Marketplace?

eProcurement (ePro) is a module in PeopleSoft Financials that has a primary function of creating
electronic requisitions and routing them for approval. In this PSFIN module, ePro is used to create
requisitions for goods and services. A requisition is simply an official request to purchase goods and
services.

Previously, you may have used paper requisitions, or some other form, to request an item to be
purchased. That hardcopy requisition then had to be routed for approval signatures, and then sent to
the Purchasing Office. The Purchasing Office then rekeyed the information into the system to create a
Purchase Order to send to the vendor.

With ePro, much of this is completely automated. A requisition is created within ePro and then
electronically routed for approval. The approval chain is dependent on the Chartstring charged and item
type, among other things. Finally, after the last electronic approval is made, the requisition can be
copied into, or sourced into an official Purchase Order that is dispatched to a vendor.

The GeorgiaFIRST Marketplace takes the use of ePro to another level. The GeorgiaFIRST Marketplace is
an online shopping site that is accessed from PeopleSoft Financials. Through this online shopping site,
users can shop online for contract items from a variety of state and institution approved vendors. Users
can select items by placing them in an online shopping cart. They assign these shopping carts to a
designated requester when ready, and the requester then turns their shopping cart into an ePro
requisition.

Benefits of ePro and the GeorgiaFIRST Marketplace

With this new system of online shopping and electronic requisitioning, you will see some immediate
benefits, including:

e Reduction in paper forms routing through different offices

e Online browsing and shopping for items

e Comparison shopping

e You only need one login to shop from multiple vendors

e You can request goods from multiple vendors through one shopping cart

e Allitems in the GeorgiaFIRST Marketplace are contractually approved items

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2014
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e  Faster routing for approvals
e Ability to save items as ‘favorites’ in the GeorgiaFIRST Marketplace

Types of Roles Involved

In order for the ePro and GeorgiaFIRST Marketplace functionality to work properly, users are set up with
specific roles and responsibilities. They include:

e Shoppers: These users are the ones who select items in the GeorgiaFIRST Marketplace and place
them into shopping carts to be assigned to their Requester.

e Requesters: These users take the shopping carts created by Shoppers and turn them into ePro
Requisitions. Requesters can also build their own shopping carts, just like Shoppers.

e Approvers: These users are set up to approve ePro Requisitions.

e Buyers: These users are responsible for ensuring approved requisitions are sourced into a
Purchase Order and dispatched to the vendor.

e AP Personnel: The AP office processes the resulting invoice from the vendor.

e ePro Administrator: This user monitors the approval workflow, to make sure requisitions are
worked in a timely fashion

e Local Security Administrator: This user is responsible for setting up all users in their appropriate
roles.

As a Requester, you are primarily responsible for creating ePro requisitions from shopping carts created
in the GeorgiaF/IRST Marketplace either created by you or by Shoppers to whom you are assigned. In
addition, you are responsible for creating Special Requisitions, which are requisitions containing non-
contract/non-catalog items and therefore, not initiated from a GeorgiaFIRST Marketplace shopping cart.
Finally, you may be responsible for receiving items in the ePro system so that vendor invoices resulting
from ePro requisitions can be paid.

Role Setup

In order for PeopleSoft Financials and the GeorgiaF/RST Marketplace to know what actions you can and
cannot perform in the systems, each role requires a specific setup. While role setup is accomplished in
the PeopleSoft Financials system which transfers to the GeorgiaF/RST Marketplace, the PS assigned roles
inherit permissions within the GeorgiaFIRST Marketplace. In this section, we are going to discuss the
setup involved. It includes Security Roles, Requester Assignment, and User Preferences. There is also
some manual setup required by Shoppers within GeorgiaFIRST Marketplace, such as Requester

Assignment.
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Security Roles

Overview

Your Local Security Administrator assigns specific security roles to each user. These Security Roles
authorize you to access certain pages within PeopleSoft and when assigned to a GeorgiaFIRST
marketplace user, that user inherits certain permissions within GeorgiaF/IRST Marketplace. This is why
you may be able to see eProcurement in the menu, but not see Accounts Payable, or you can assign a

cart within GeorgiaFIRST Marketplace but no issue a requisition, for example.

BOR PeopleSoft User- no exp

BOR_AD_HOC_APFROVE

BOR_AP_INQUIRY
BOR_AP_REPORTS
BOR_EF_BUYER_CENTER
BOR_EF_CHG_REQUEST
BOR_EP_INQUIRY
BOR_EP_MAINT_REQ
BOR_EP_PROCESSES
BOR_EF_REQUESTER

E 1-10 of 46 u

omize | Find | View All

BOR PeopleSoft User- no
exp:

[WF] Ad Hoc Approver for
Reqgs

Route Contral

Route Control

Accounts Payahle Inguire Route Control

Accounts Payable Reports Route Control
Buyer Center Route Control
Change Request Route Control
Requisition Inquiry Route Control
Requisition Add, Maint, Copy Route Control
ePro Processes Route Contral

ePro Requester Route Control

Requester Assignment

In order to create a requisition in the system, you must be set up as a “Requester” in the system.
Someone such as your Local Security Administrator or ePro Administrator will create you as a
“Requester”. It is through this Requester Setup that the following Defaults are set:

Requester Setup '
Requester: j *Status:
ShipTo SetiD: 27000 |Q Ship To: RECEMING | Use Only Assigned Catalogs
) . [ consolidate with other Reqs O open
Location Set ID: 27000 |3 Location: PROC a Price Can Be Changed on Order © pending
PO Origin SetiD: 27000 | O, Origin: [ = [ Defauits Inventory BU
Currency: l:lQ
Phone: | | Fax: | |
GL Unit Account Fund Dept Program Class Project Bud Ref
[z7000 @ | |@ [wso0 @ [woe3zoo]e,  [wsaoo @ [11000 @ | (3 [2m11]Q
Catalog Information Customize | Find | view Al | 38 First (1] 4 o4 [*] Last
Default *sefid  *CatalogID Description
ad | o =

eProcurement and GeorgiaFIRST Marketplace
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User Preferences

In addition to being created or setup as a Requester in the system, a requester must have their user
preferences established prior to creating requisition. Through User Preferences, allowable requisition
actions are set up, such as canceling or closing a requisition. In addition, it is through the User
Preferences that you can be authorized to create or update requisitions on behalf of other requesters.

Requisition Authorizations

User: SHL Sh
Approval Can Work Approved Req's
Cancel CIFull Auth for Al Requesters
[IDelete Owverride Preferred Vendor
Close Owverride RFO Required Flag

CJwview/override VAT Details

Requesters User Authorization Customize | Find | Wiew A
Requesters User Auth For  Description Add Update Cancel Delete Close
SH! (e} O O =]
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Process Flow

Now that you know all of the roles involved, below is the process flow beginning with Shoppers and
ending with the Accounts Payable office.

Shoppers use the Shoppers assign their The Requester is notified
GeorgiaFIRST Marketplace completed shopping carts by email of this newly
to select goods they to their assigned assigned cart
request to have purchased Requester

The Requester logs into The Requester finishes the The Approvers
the system and pulls the requisition and submits it (determined by various
Shopper’s cart into a for approval factors) either approve or
Requisition deny the requisition lines

Once the requisition has a valid budget check J

PeopleSoft Financials system
automatically budget checks
the requisition

automatically sources the requisition into a
purchase order and dispatches it to the vendor

‘( status, the PeopleSoft Financials system

The vendor fulfills the The institution receives The AP Office pays the
order and sends the item the item invoice
and invoice to the
Institution

[ Once fully approved, the

How does PSFIN pass along user information to GeorgiaFIRST Marketplace?

In order for you to begin using the GeorgiaFIRST Marketplace, your local security administrator first sets
you up in the PeopleSoft Financials system, with the correct roles and authorizations. By using your
PeopleSoft User ID and Password, you can access the PeopleSoft system. Once in PeopleSoft, you simply
proceed to the GeorgiaFIRST Marketplace through a hyperlink.

By logging in through PeopleSoft, the system sends specific user information to the GeorgiaFIRST
Marketplace, allowing you to log in only once and shop from multiple vendors. In addition, your

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2014
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PeopleSoft User ID is used to store a set of default Chartfields that will be charged for your requested

goods, unless otherwise specified.

How Do Approvals Work?

As mentioned earlier, once the Requester builds the requisition in ePro from a GeorgiaFIRST

Marketplace shopping cart, the Requester submits it for approval. In ePro, approvals are completed

through Workflow. The ePro module looks at certain values in the requisition and automatically routes it

to all necessary approvers. Approval routings are based on the individual lines in a requisition. Below is a

quick summary of how approvals flow for requisitions originating from the GeorgiaFIRST Marketplace:

e First, all requisitions are routed to a Department Manager for approval. The correct Department

Manager is determined by the Department Chartfield used on the requisition line.

e If a Project or Grant is indicated on the requisition line also, then the line is routed to the

assigned Project Manager for approval as well.

e The following approval steps are customizable by institution. Therefore, not all of these steps

will apply to your requisition line. Check with the ePro Administrator at your institution for

configuration details.

0 Agency Fund Approval: If an agency fund is entered on a requisition line, the line will be

routed to the approver responsible for approving agency fund transactions.

0 Amount Approval: If a requisition line is over a certain amount (i.e., $10,000 or greater),

it will be routed to a special approver responsible for approving these high-amount

lines. This is specified by each institution.

0 Item Type Approvals: These approvals are determined by the type of item being

requested through the requisition line account number, NIGP code, or both. The special

item types include:

Assets

Audio Visual Equipment

Chemical Goods

Facilities Planning and Design

IT Hardware and Software

University Relations (i.e., anything for media contact, logo use, or copyright
items)

For Special Requisitions (created for non-catalog/non-contract items not in the GeorgiaFIRST

Marketplace), the approval chain can be slightly different. All requisitions are still routed to a

Department Manager and Project Manager (if a project is indicated on the requisition line).

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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e The agency fund approval stage is optional by institution. If enabled, the requisition will route to
your institution’s agency fund approver if an agency fund is entered on the requisition
distribution line.

e Amount Approval is optional for Special Requisitions.

e The next stage is the item type approvals, which are specific to each institution. This can also
have institution-specific criteria defined.

e For Special Requisitions, the final approval stage is the Buyer Approval. This stage is also
optional for each institution, and can also be used for Marketplace Requisitions. The Buyer is
someone in the Purchasing Department, who is responsible for ensuring the purchase meets all
State of Georgia purchasing standards. The Buyer approval step is necessary for Special
Requisitions since these items are not from approved contracts in the GeorgiaFIRST
Marketplace.

Once your requested items have been placed on a requisition and are routed for approvals, there are
time limits in place in which each approver act on the requisition. This ensures that your requisition does
not sit around waiting for a required approver for an indefinite amount of time.

When a requisition is submitted for approval, the system routes it to the appropriate approvers’
Worklists accordingly, within PeopleSoft Financials. The Worklist is a queue which holds items waiting
for approval. Once an approver works a transaction, it is removed from their Worklist.

Once the requisition hits an Approver’s Worklist, that approver has 3 days to either approve or deny it,
before they get a reminder notification from the system. If the requisition sits in an Approver’s Worklist
for 4 days without being approved or denied, the system removes the requisition from that Approver’s
Worklist, the transaction is escalated, and the ePro Administrator reassigns the transaction to another
approver. After the Approver has approved the requisition, the system automatically moves it onto the
next required Approver’s Worklist. If an Approver denies a requisition, the system returns it to the
Requester. Denied requisition lines can be edited and resubmitted for approval, or canceled if
necessary.

If an approver will be out of the office for an extended period of time and will be unable to work the
requisitions in their Worklist, they have the ability to assign an alternate to serve in their place. This way,
their Worklist does not build up while they are out of the office, and requisition approval is not delayed.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Chapter 2: Contract Types

Even though the suppliers and items in the GeorgiaF/RST Marketplace are all contractually approved, it
is helpful to know what the contract types are. There are six types of contracts in the GeorgiaFIRST
Marketplace. These contract types are automatically mapped to a Purchase Order Type in PeopleSoft
Financials.

If a single Purchase Order includes two contract types, the PO type is sent to “MUL” for multiple.

Intergovernmental Intergovernmental 0 IGA Goes to the PO
Agreement Line Item
Mandatory State Mandatory State 1 SWCM Goes to the PO
Contract Contract Line Item
Agency Contract Agency Contract 2 AC Goes to the PO

Line Item
Statutory Statutory 3 MAN Goes to the PO
Mandatory Mandatory Line Item
Convenience State  Convenience State 43 SWCC Goes to the PO
Contract Contract Line Item
Statutory Statutory 4b PRF Goes to the PO
Preferred Preferred Line Item
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Chapter 3: eProcurement Requisition Basics

Before we learn about creating Marketplace Requisitions, we first need to understand how
eProcurement requisitions are built and how they work. When building an eProcurement Requisition,
there are three steps in the process: Defining the requisition, Adding items or services, and then
reviewing and submitting. In this chapter, we will review each step.

Remember, there are two types of requisitions:

e Marketplace Requisition that is built from selected contract/catalog items in the GeorgiaFIRST
Marketplace

e Special Request Requisition that is built from non-contract/catalog items without accessing the
GeorgiaFIRST Marketplace

Creating a Requisition

To begin creating an eProcurement Requisition, you will need to access eProcurement through the
PeopleSoft Financials core system. Once in eProcurement, select Create Requisition.

Step #1 — Define Requisition

Once you have started your requisition, you can select the “1. Define Requisition” link at the top of the
page to complete this step. Step #1 is an optional step. Here you can specify defaults that will apply to
all lines of the entire requisition. You will not be allowed to define requisition defaults for a Marketplace
requisition. However, when creating a Special Request Requisition, setting up your requisition defaults
may be useful.

On the Define Requisition page, you can specify a Requisition Name if you want to. If you do not specify
a Requisition name, the Requisition ID will be populated in this field upon saving the requisition.

The Line Defaults section is used to enter values that will default to all lines added to the requisition.
Once you begin building your requisition, you can override these defaults on the individual lines if
necessary. When using the Line Defaults, keep in mind the following:

e If you have a Department ID populated on your User Preferences page, it will override the value
you enter on the line defaults page.

e The account code defaults from the NIGP code. The account code defaulting from the NIGP code
will override anything you enter on the line defaults.

Therefore, if you need to make changes to either the Department or Account on requisition lines, you
will need to update those fields on step 3 and not on the step 1 defaults page.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Menu =

[ eProcurement o L.
D Buyer Center Create Requisition

— Manage Requisitions
— Approve Requisitions
~ Receive Items

~ Procurement Card Center

E;}% 1. Define Requisition EE; 2. Add Items and Services 2. Review and Submit ‘

Specify requisition name, requester, and other information that applies to the entire requisition_

m

~ Reports : i Q
_ Administer Procurement Business Unit: Georgia Perimeter College
~ by Profile “Requester: Q Ju “Currency:
— Detail Jobcode/Role Definition
— Reguester Integration Defaults Requisition Name: | Priority: Medium -
[ Sourcing
I Grants ~ Line Defaults

[» Program Management

[l ——

2 Note: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Vendor: Q Vendor Location: Q

Buyer: Q Category: Q Unit of Measure: Q
There are no lines on this request. Shipping Defaults
Please add new line in orderto Ship To: RECEIVING [ Modify Shipping Address

'save this requisition

Due Date: 5 Attention:

Accounting Defaul

Chartfields1 Details Asset Information

Total Lines: 0
Total Amount (USD).

=)

Location GL Unit Account Fund Dept Program Class Project Bud Ref Budget Date
lLAKESIDICY [71000 @ | Q| Q| Q Q| Q| Q2014 12302013 [8) [=]

| Continue |

The Line Defaults that you can specify on this page that will carry over to every requisition line you add
includes:

e VendorID

e Buyer

e (Category (NIGP Code)

e Unit of Measure

e Ship To Code

e Due Date (N/A for GeorgiaFIRST Marketplace Requisitions)
e AttentionTo

e Chartfields

Once you are finished specifying defaults for the Special Request Requisition (remember, this is
optional), you can proceed to Step #2, which is Adding Items and Services.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Step #2 — Add Items and Services

There are two ways to add requisition line items: Add them through a GeorgiaF/RST Marketplace or Add
them manually for a Special Request. When creating a requisition, you are cannot combine Marketplace

Requisition items with Special Request Requisition items.

When creating a Marketplace Requisition, you will select the GAFIRST Marketplace tab. When creating a
Special Request Requisition, you will select the Special Request tab. We will go into the details of each
type of requisition later in this user guide. Here, we will just provide an overview.

Menu =]

< eProcurement o

i Buier Center Create Requisition

q
Manage Requisitions E‘gﬁ 1. Define Requisition éiq_ 2. Add ltems and Services
Approve Requisitions

3. Review and Submit

Receive ltems Add lines to the requisition, specifying the information necessary to procure each item or service.

n |

Procurement Card Center Search: ‘
Reports -

Administer Procurement Catalog | Favorites | Templates | Forms | GaFirst Marketplace | Special Request
My Profile
Detail Jobcode/Role Definition

Reqguester Integration Defaults

Select a Request Type

), Search

[ Sy Special ltem Request an item that is not listed in the Catalog.
> Grants Fixed Cost Senice Request a one-time service for a flat fee.
[* Program Management s
O 5 Variable Cost Semice Request a service for which the fee is based on the time worked.
Time and Materials Request a senice for which the fee is based on the time worked and materials used.

Requisition Summa
There are no lines on this request.

Please add new line in order to

i A Review and Submit
save this requisition. -

Total Lines 0
Total Amount (USD): o

Once you add items to your requisition, the Requisition Summary (or shopping cart) will indicate how
many requisition lines have been added and what the total amount of the requisition is. As you add
additional items, the Requisition Summary (shopping cart) will update. After you have added all
requisition line items, you can proceed to Step 3, which is reviewing and submitting your requisition.

eProcurement and GeorgiaFIRST Marketplace
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Step #3 — Review and Submit

On the Review and Submit page, you can review all of your requisition lines and make any necessary

changes. You can make changes manually to individual lines or to multiple lines through the “Modify
Line/Shipping/Accounting button. You can also enter comments or attach documents on requisition
lines. Do not include any slashes (/) in the Comments field.

7 ePracurement o .
[ Buyer Center Create Requisition
g = =
Manage Requisitions F | [‘5& 1. Define Requisition E’; 2. Add Items and Services 3. Review and Submit
Approve Requisitions j
Receive ltems =| Review the details of your requisition, make any necessary changes, and submit it for approval.
Procurement Card Center
&PU_L_S Business Unit: 71000 Georgia Perimeter College
Administer Procurement
Wty Profile *Requester: [T QA Ju *Currency: usD
Detail Jobcode/Role Definition
Requester Integration Defaults Requisition Name: ‘ Priority: Medium -
Sourcing
Grants Requisition Lines
ErogralnlMalnagement 2 Line Description Vendor Name uanti uom Price Total

« I r

b E 1 File Folders OfficeMax North America, 3.0000 Each 530 2907 (50
Inc.

Requisition Summa
Description aty [uom [7] Select All / Deselect All Total Amount: 2997 USD

File Folders 3 EA L @ Addtofavorites | [ Modify Line / Shipping / Accounting | 7 Delete |

Total Lines 1
Total Amount (USD). 2997

Justification/Comments

[l Send to Vendor | Show at Receipt [] Show at Voucher

[”] save as Template

E Save & submit | n%, Save & preview approvals | x Cancel requisition Find more items

Before submitting the requisition for approval, you have the chance to save it and preview the approval
path the requisition will follow. Also, when previewing the approval chain, you have the ability to insert
additional ad hoc approvers when necessary.

Once you submit the requisition for approval, the requisition line status changes to “Pending”. And the
requisition is routed to the first approver’s Worklist.
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Chapter 4: Accessing and Navigating the GeorgiaFIRST
Marketplace

As a Requester, you have the ability to do the following:

e Create a Marketplace Requisition from a shopping cart assigned to you, and edit the shopping
cart assigned to you, or if necessary, reassign the cart back to the original shopper

e Create a Marketplace Requisition from a shopping cart you created

e Create a Special Request Requisition that does not originate from the GeorgiaFIRST Marketplace

Because the GeorgiaFIRST Marketplace plays such a prominent role with the creation of requisitions, we
are going to first explain how to access and navigate the GeorgiaF/RST Marketplace.

Logging into PeopleSoft Financials Core System

As a Requester, you will access the GeorgiaF/RST Marketplace and the eProcurement module through
the PeopleSoft Financials Core System. Depending on what you are doing, you will either go to the
GeorgiaFIRST Marketplace through the eProcurement module in order to create or process a shopping
cart assigned to you.

How To: Accessing GeorgiaFIRST Marketplace through PeopleSoft Financials Core System

1. On the PeopleSoft Financials login page, enter your User ID and Password. Remember, both of
these items are case sensitive. If you try to log in more than five times with an incorrect User ID
and/or password, the system will lock you out.

2. Click the Sign In button.

3. Select eProcurement in the menu.

4. Select Create Requisition.

5. Select Step 2 — Add Items and Services.

6. Select the GeorgiaFIRST Marketplace tab.

7. Select the GeorgiaFIRST Marketplace link.
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Home | Workist || AddtoFavorites | Sign out

Teresa Page ¥ | ¢ | Action [tems [1] | Notifications | ™ 0.00 USD @ Q.

Shop Everything E Enter Search Keywords Here‘ m
Go to: advanced search | favorites | quick order Browses suppliers | categories | contracts | chemicals

Welcome to the GeorgiaFirst Marketplace site. Please see Lab Supplies ¥
below for important notes and updates:
We have over 60 suppliers in the GeorgiaFirst Marketplace. Fish
To access suppliers that do not have icons in the showcase @H—M‘-
to the right, enter the product or supplier name in the
Shopysearch bar at the top and click "Go".

Office Supplies and Computers ?

| (2] | e—— == = i)

Computers and Servers Computers (SWC90814)

MRO / Facilities ?
HEE
Grainger Contract [
SWC1233-1234
Books and Media ?
C_comanre
Baok

My Resources
phone: +1 (678) 891-3325
Site Map

8. Notice that the GeorgiaFIRST Marketplace is now displayed in your main window. You are now
able to start navigating through the marketplace.

GeorgiaFIRST Marketplace Home Page

The first step in using the GeorgiaFIRST Marketplace is knowing where things are located, and how to
navigate the home page. Whenever you wish to return to the home page, simply click the Home icon. Or
you can click the Institutional logo in the upper left corner to return to the home page. It is important to
be able to navigate through the GeorgiaFIRST Marketplace so that you can build and process your own
shopping carts, as well as edit those shopping carts that have been assigned to you by other shoppers.
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Home | ‘Workist || AddtoFavorites |  Sign out

» GeorgiaFirst Marketplace

1 Page ¥ % | ActionItems [1] | Notifications | ™ pgousD Q §

A ?
—

Shopping Dashboard Shepping Home Home/Shop

4,5
! 6 Shop | Everything H Enter Search Keywords Here m 11

Go to: advanced search | favorites | quick order  Browse: suppliers | categories | contracts | chemicals
Welcome to the GeorgiaFirst Lab Supplies ?

Marketplace site. Plegse see below for
important notes and updates:

@ 10
We have over 60 suppliers in the Sclomtific
GeorgiaFirst Marketplace. To access
suppliers that do not have icons in the
showcase to the right, enter the product
or supplier name in the Shop/Search bar
at the top and click "Go". = =
Office Supplies and Computers ?
Computers and Computers @ @ m E E ]
Servers (SWC90814)
MRO / Facilities ?
GRAINGER.
Grainger Contract Anchontrinl Supgiy Con

SWC1234-1234

1. Navigation Breadcrumbs and Screen Title: The screen title indicates the title of the current page
that you are on.

2. Cart Summary: The upper right corner displays a summary of your shopping cart. Included is the
cart name, the number of items in the cart, and the total cart amount. You can click on this
shortcut to go directly to the cart page to review, update, and process your shopping cart.

3. Quick Search: This quick search feature allows for a variety of searches to be executed
anywhere in the marketplace.

4. Navigation Icons: Down the left side of the GeorgiaFIRST Marketplace are the primary
navigation icons. By clicking on an icon, the screen refreshes to display sub links for the topics or
functions covered in that particular part of the Marketplace. The links that you see are
dependent on your permissions.

0 Home: This icon will return you to the Home page from any other parts of the
application.

0 Shopping Cart: This icon is used for shopping and provides quick access to other parts of
the application. You can also View and modify the current shopping cart, create new
carts, delete existing carts, and prepare the active cart for processing.
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0 Orders & Documents: This icon will allow you to search for documents that you have
created.

0 Catalogs and Contracts: Contains a repository of various documents within the
application.

5. Navigation Sub-Links: Once you select a link, additional sub-links may be available. If sub links
are available, they will be located just beneath the primary navigation links.

6. Shop at the Top/Shop Quick Search: You can access simple and advanced search from this
feature. This is the primary area to perform item searches. We will cover search features later in
this chapter.

7. Action Items: Action Items are items that require some sort of action by the user logged in. The
number of action items will be displayed in red to the right of the Action Item menu.

8. Notifications: Certain action items will trigger Notification messages informing the user that
action is needed. Notifications are clickable and take you to the appropriate area of the
application, so that action can be taken. The number of notifications will be displayed in red to
the right of the Notifications menu.

9. Organization Message: This box is an important tool system administrators use to communicate
with the GeorgiaFIRST Marketplace community. This message box is available to all users and is
a common way to communicate important upcoming dates, information about new suppliers,
links to training, and more.

10. Punch-Out: A “punch-out” supplier is a site maintained by the actual suppliers. Catalogs in
punch-out sites can still be customized for an individual institution. Punch-out suppliers can be
accessed from this area of the screen.

11. Online Help: Online Help is accessed by clicking on the question mark anywhere in the
application or by clicking on hyperlink text. Text with associated Help is indicated by text that
changes colors when mousing-over the text. Much of the text in the application can be selected
and a secondary Help window displays.

Leaving the GeorgiaFIRST Marketplace

When you are ready to leave the GeorgiaFIRST Marketplace and go to another menu selection in
PeopleSoft, you can simply select that menu selection. When you are ready to close PeopleSoft, select
the Sign Out link in the top right corner. You do not have to log out of the GeorgiaFIRST Marketplace
since you accessed it through PeopleSoft, which remains open while you are in the marketplace.

Remember, PeopleSoft will automatically log you out for security purposes after 60 minutes of inactivity
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Chapter 5: Retrieving an Assigned Cart and Creating a
Marketplace Requisition

As a Requester, your primary role is to retrieve the shopping carts assigned to you and then create a
requisition from those shopping carts. In this chapter, you will learn how to build a marketplace
requisition and submit it for approval.

Notification

When a Shopper assigns a cart to you, you will be notified via email. In addition, when you enter the
GeorgiaFIRST Marketplace, you will easily be able to see all of the shopping carts assigned to you.

T ,;\, =] &~ ¥ | A GeorgiaFirst Marketplace shopping cart has been assigned to you - Message (Plain Text) - = X
i) _
- Message Adobe PDF (7]

T y & b | 34 Find €

i i Pm- x o gy o] &, safe Lists - v W g'f’

e L ]

o == s == (3 Related - -
Reply Reply Forward R, call ~ Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ | Sender — - Up~ Unread || Wi Seledt ™ || oneMote
Respond Acdtions Junk E-mail irl Options il Find OneNote

Extra line breaks in this message were removed.
From: support@sciquest.com Sent: S5at1/22/201111:13 AM
To:
e
Subject: A GeorgiaFirst Marketplace shopping cart has been assigned to you

|y

Re: A shopping cart has been assigned to you Cart Name: Office Supplies -©1-22-2811 Prepared for: Juliet D'Souza Prepared by: Evelyn Blanch-
Payne

Dear Evelyn Blanch-Payne

A GeorgiaFirst Marketplace shopping cart has been assigned to you by Juliet D'Souza (teresa.piazzafusg.edu). The GeorgiaFirst Marketplace
shopping cart can be accessed for review in "Draft Carts” or by selecting the URL below.

https://usertest.sciguest.com/apps/Router/Cartlist?AuthlUser-6570044tmstmp=1205712784515

If applicable, the user has submitted the following additional comments:

If you have any questions with regard to this shopping cart, please contact yourGeorgiaFirst MarketplaceSupport Team.

Support Team Contact Information:
+1 (484) 656-2456

Once you are notified of your assigned shopping cart, you can begin the process of building the
Marketplace Requisition

Create a Basic Marketplace Requisition

To begin a Marketplace Requisition, you are going to start in the eProcurement module and create a
new requisition.

After logging into PeopleSoft Financials, go to eProcurement in the menu, and then select Create

Requisition.
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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On “Step 2 — Add Items and Services”, you will need to select the GeorgiaFIRST Marketplace tab, and
then the GeorgiaFIRST Marketplace link. By doing this, you will be creating this requisition from a
GeorgiaFIRST Marketplace shopping cart.

Menu =]
[~ eProcurement o L.
b Buyer Center Create Requisition
q
Manage Requisitions E\% 1. Define Requisition ii_ﬂ_ 2. Add Items and Services & 3. Review and Submit ‘
Approve Requisitions
Receive ltems Add lines to the requisition, specifying the information necessary to procure each item or service.
Procurement Card Center . Search
Reporls Search: | o\;l
Administer Procurement Catalog | Favorites | Templates | Forms | GaFirst Marketplace | Special Request
My Profile
Detail Jobcode/Role Defnifion | MAdi— Descrigton

GAFirstMarketplace

Requester Integration Defaults
[ Sourcing

[ Grants

[* Program Management

(——T— odew and Submi

[There are no lines on this request.

Please add new line in order to
save this requisition.

Total Lines: 0
Total Amount (USD): o

Once you get into the GeorgiaFIRST Marketplace, there are two additional ways to see if any carts have
been assigned to you. First, on the home/shop page, you can see in the Action Items section if you have
any pending Action Items. Also, note that the Notifications section may also show pending messages.

ORACLE’

Home | Worklist ‘ Add to Favorites | Sign out

ErikaBarton ¥ ok Actionltems [1] Notifications[2] W 29,97

) . § . Action Items
W shop My Carts and Orders View Draft Shopping Carts = Shopping Cart - Drafts
My Assigned Approvals
Create Cart
Carts Assigned To Me
Assign Substitute
D
My Drafts legend ?
Active Cart iaFirst Marketpl Sk ing Cart Name Date Created Cart Description Total Delete
% 2013-10-08 ITSREQUESTERO1 03 10/8/2013 0.00 USD Delete
Drafts Assigned To Me legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
2013-12-13 ITSSHOPPERO1 01 12/13/2013 29.97 UsD Delete
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Second, if you go to the Shopping Cart icon and select the My Carts and Orders link, then View Draft
Shopping Carts link, you will see an area titled “Drafts Assigned to Me” if you have any carts assigned to
you. If you select the link in the Action Items box, the system will bring you to this draft carts page.

Home | Worklist ‘ Add to Favorites | Sign out

Frika Barton ¥ % Action Items Natifications El ™ 5997UsD Q

?
W shop My Carts and Orders View Draft Shopping Carts = Shopping Cart - Drafts
Create Cart
Assign Substitute
My Drafts legend 7
Active Cart giaFirst Marketpl. Shopping Cart Name Date Created Cart Description Total Delete
2013-10-08 ITSREQUESTEROL 03 10/8/2013 000USD  Delete
Drafts Assigned To Me legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
= 2013-12-13 ITSSHOPPERO1 01 12/13/2013 29.97 UsSD Delete

To begin reviewing the order, click on the shopping cart name. You are able to edit the shopping cart by
changing quantities, removing and adding line items, and updating contract information if necessary.
We will review how to do this later in the chapter.

When the shopping cart is ready to be pulled into an ePro Requisition, from the Shopping Cart, you can
select the “Proceed to Checkout” button, and then select the “Issue Requisition” button. This pulls the
Marketplace shopping cart into eProcurement.
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Mome | woddisi | AsdwTemtes |

Erika Barton®  o¢ Actionltems [1] Notifications [2]
W shop My cCarts and Orders  Open My Active Shopping Can =
¥ Shopping Cart o seius sdoms famem] e ShUEEeD Shenl i toil o0 75,97
Narme this cart: | 2013-12-13 ITSSHOPPERD1 01
Have you made changes? | Update | [ =W Help | | Emptycart m an 3 n r
B, Fisher Sclentific more info..
BlemB uffament Address 1 | it |
3970 Johns Creek Court. Suite 500, Suwanee, GA 30024 US
Unit
Product Description Price Quantity Total ™
“';,:“‘1';"”" Pouch, Webbed: Small Flashlight: Accessory to MSA ForceField Tange Tactical Body Armor: Webbed Molle- 9.99 us 1 989 o0 T
MdtoFavarites | B !‘! style pocket-type module: 1/EA 4 e
[ Resmove : " Fart Numibr 191500337 ‘II':II:'T"
| Remove | 1 ger image
preeE Manufacturer Infa 1ODG6T74 - (Mine Safety Appliances Campary)
Contract SWIC30747-5 more info...
Biolagpeal Supgshies and Laboratory Equpmiml charge...
kgt Pouch, Webbed: Small Flashlight: Accessory to MSA ForceField Tange Tactical Body Armor: Webbed Molle- 9990 |1 9.99 uso [
Add to Favarites | P ’J style pocket-type module: 1/EA VAR ]
r - change
;_Il:-u:; NG i Part Number 191500337 pric...
Manufacturer Info 10066774 - Mine Safety Appliances Company)
| More Actions | =
o Contract SWCI0TAT-5 more info..
Binlagical Supplies and Labaratery Equipment change...

| wondst | AsdwFwomes |

ErikaBarton ® o Actionltems [1] Motifications [Z]

™ Shop My Cans and Orders  Open My Adive Shopping Can =

4 Return to shopping cart 4+ Continue Shopping
' All done! The req has been and this request is ready to be submitted. ‘

‘Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Cart Comments  History
Summary =
Hide header

x;

Hide value descriptions
General 1
Cart Name 2013-12-13 [TSSHOPPERDL D1 | edit |
PO Clauses edit clauses...

Business Unit Georgia Gwinnett College (40000)

Vendor / Line ltem Detalls
Hacke line chetails For sebected lme items | Add To Favortes 3 6o |

Fisher Scientific o info..

Fulfllment Address 1 | Edit |

ool 3970 Johns Creek Court, Suite 500, Suwanee, GA 30024 US

Contract SWC30747-5 more info

Once your shopping cart has been pulled into eProcurement, the original Shopper is notified via email
that their shopping cart is now being worked in ePro. From here, you should see your Requisition
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Summary box on the left-side of the screen populate with your Marketplace line items. You will not be
able to select the Special Request tab to add additional items.

The system automatically returns you to Step 3, which is reviewing and submitting your requisition. On
this page, if you are creating a Shopper’s requisition, you will insert the shopper’s User ID in the
Requester field. By completing this step, this enables the system to tie the requisition to the shopper so
that they will receive all future notifications regarding the requisition. In addition, the shopper’s defaults
including Chartfields will be assigned to each requisition line item, which is used in the approval process.

ORACLE"

Menu =]
'~ eProcurement

b Buyer Center Create Requisition
h Create Requisition = =
Manage Requisitions B ‘ E‘h‘é 1. Define Requisition El‘; 2. Add Items and Services 3. Review and Submit
Approve Requisitions
Receive ltems
Procurement Card Center
Reports

Home

Review the details of your requisition, make any necessary changes, and submit it for approval.

Business Unit: 40000 Georgia Gwinnett College
Administer Procurement
My Profile *Requester: |TsrRequESTERDY @ ITS Requester #1 *Currency:
Detail Jobcode/Role Definition
Requester Integration Defaults Requisition Name: | Priority: Medium -
[ Sourcing — -
[ Grants Requisition Lines
[ Program Management .8 Vendor Name
Pl — | v _
| 1 Light, Task: Salisbury; Arc Fisher Scientific Each 9.990 9.99 %Q
1.0000
bE 2 Light, Pulsator; Strobe bea Fisher Scientific Each 9.990 9.99 [0
Light, Task; Salisbury, 1 EA 1.0000
AT
Light, Pulsator; Strobe 1 EA bE 3 Frs Timer, Digital; Cooper Fisher Scientific Each 9.990 999 (B
be... 1.0000
FT24 Timer, Digital; 1 EA
Coope... [C] Select All/ Deselect All Total Amount: 29.97 USD
L ¥ Add to favorites Tz' Modify Line / Shipping / Accounting | ﬁ Deletel
Total Lines 3 -
Total Amount (USD): 29.97 Justification/Comments
"] Send to Vendor  [_| Show at Receipt | Show at Voucher

[”] save as Template

B Save & submit | % Save & preview approvals | € Cancel requisition | Find mare items

It is also here that you can update the requisition line distribution if needed. For example, if the Shopper
indicates in their cart comments to you that a different department or project needs to be charged, you
would update this information on step 3. This page is also where you can indicate whether the item
needs to be identified as an asset. Finally, if you need to submit any header comments regarding this
requisition, you can do so at the bottom of the page. You can also enter comments individually on the
requisition lines. Do not include any slashes (/) in your comments.

After making any necessary edits, you will need to select the “Save and Preview Approvals” button.
Here you will see the approval path this requisition will follow. The exact approval path depends upon
the department and project charged, as well as other criteria specified by your institution. If you need to
insert an additional ad hoc approver, you will do so on this page. When you are ready to submit your
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requisition for approval, you click the Submit button. At this point the system routes the requisition
lines to all required GeorgiaFIRST approver’s Worklist.

ORACLE Home |  Workist |
Menu =
[= eProcurement -
[> Buyer Center
Confirmation
Manage Requisitions
Approve Requisitions L
Receive ltems 3
Erocurement Card Center R d For: ITS Requester #1 Number of Lines: 3
Reports
d ter Pr quisition Name: 0000400711 Total Amount: 2997 USD
My Profile
Detail Jobcode/Role Definition Requisition ID: 0000400711
Requester Integration Defaulis . .
[ Sourcing Business Unit: 40000
[ Grants P "
(> Program Management L Priority: Medium
[l — Budget Status: Mot Checked
—_— Department and Proj. Approval
Requisition Summa
Description [aty[uom 5 _ = Start
fer = e e ¥ Line 1:Pending Now
A':-' n IEE.5 S IR Light, Task; Salisbury; Arc flash; Task light kit, For use with 5YGK1 or 5YGK2; Standards NFPA 70E; Includes Clip; Tested to ASTM F2178 and NFPA standards; Blackiorange; 1/EA FLKIT — pagh
Light, Pulsator: Strabe 1 EA Department and Proj. Approver
oe.... Pending
FT24 Timer, Digital; 1 EA Schneider. Terrance W
Coope... ®Mump\s Department Approval _@
Total Lines: 3
Total Amount (USD): 20.97 = Line 2:Pending [#]start New Path
Light, Pulsator; Strobe beacon; Federal Signal Corp; Amber light; 2 flashes; 10 joules; 12-48 VDC, 80 flashes per minute; 1.2 at 12 volts to 0.3 at 48 volts; 13.3 watts |

Department and Proj. Approver
Pending

Schneider. Terrance W
®Mu\lm\sDaparlmsmAppmva\ _@

< Line 3:Pending [F]Start New Patn
FT24 Timer, Digital; Cooper-Atkins; 24 Hr. timer; Large LCD display; With alarm and an additional red flash light; w/Built-in memory |
Department and Proj. Approver

Pending
Schneider. Terrance W
Multiple Department Approval _@

Buyer Approval - NonCatalog

~ Requisition 0000400711:Awaiting Further Approvals [¥]Start ew Path|
Buyer Approval

Not Routed
_’ QMu\t\g\E Approvers 'El
Buyer Approval

{Edit Requisition | Apply Anproy

View printable version Manage Requisitions Create New Requisition

The following “How To” lists the steps of creating a basic Marketplace Requisition. Subsequent sections
in this User Guide will detail additional scenarios when creating Marketplace Requisitions.

How To: Create a Basic Marketplace Requisition from an Assigned Shopping Cart

Log into PeopleSoft Financials Core System.

In the menu, select eProcurement.

Select Create Requisition.

On Step 2 — Add Items and Services, select the GeorgiaFIRST Marketplace tab.
Select the GeorgiaFIRST Marketplace link.

In the GeorgiaF/IRST Marketplace, select the Shopping Cart icon.

Select the My Carts and Orders link.

NouhswNe
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8. Select the View Draft Shopping Carts link.

9. Under the Drafts Assigned to Me section, click on a cart to activate it.

10. Review the shopping cart and perform any necessary edits.

11. Select the Proceed to Checkout button.

12. Select the Issue Requisition button.

13. Confirm the Requisition Summary has the same number of line items as the requisition.

14. On Step 3 — Review and Submit, insert the Shopper’s User ID in the Requester field.

15. Name the requisition by populating the Requisition Name field if desired.

16. For each requisition line item, edit Chartfields, Ship To Location, and Asset information if
necessary.

17. Add a comment on each requisition line if needed by clicking the “call out” (comment) icon at
the end of the line.

18. Add a header comment to be attached to the requisition if needed, using the
Justification/Comments section. Do not include any slashes (/) in your comments.

19. Click the Save and Preview Approvals button.

20. Review the approval path. Insert additional ad hoc approvers if necessary.

21. Click the Submit button to route the requisition for approval.

Now that you know how to create a basic Marketplace Requisition, we are going to review some
different scenarios that you may encounter when creating this type of requisition.

Editing an Assighed Marketplace Shopping Cart

There may be times when you need to edit a shopping cart that has been assigned to you. You can easily
do this in the GeorgiaFIRST Marketplace. Some of the reasons why you may need to edit an assigned
shopping cart include updating a quantity, specifying the correct contract, and adding or removing cart
items. On occasion, a shopper may assign a cart to you and then realize the cart was incorrect. You can
either assign the cart back to the shopper or make the edits yourself.

Once you pull up an assigned cart, you can make it active by clicking on the cart name hyperlink. Once it
is an active cart, you can make any necessary edits. If the original shopper has requested that you
change the quantity or delete an item, you can do that from an active cart. However, because the
requisition built from the shopping cart will be tagged with the original shopper as the official requester,
caution should be used when making changes to the shopping cart.
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To update a cart created from Hosted content, you can change the Quantity in the field shown below,
and then select the update button. If you need to delete a line, take that action, then select the Update
button.

| womdist | Asdto Favorites

Erika Barton ¥ o Action Items [ 4]  Notifications 6]

W shop My cCarts and Orders  Open My Active Shapping Cart =

- . + Continue Shopping X ,
¥4 Shopping Cart o joinue sdars [ mma 2Btemi) for 4 total of 19,98 uso
Narne ths cart: | 2014-01-08 ITSSHOPPERDL 01 W or w

[H.lw- you made changes? u,,am] & | P Halp | [Emptycart | Perform an action on (0 items seiected)..| = | Select All I

@u— Fisher Scientific more info..
Bobwmbitie

Fuffilment Address 1
3970 Johns Creek Court, Suite 500, Suwanee, GA 30024 LS

Product Description Total [~
""“,;:g'g‘;': . Pouch, Webbed; Mediu ashlight; Accesso 9.99 50 [
Add to Favorites g .r" Molle-style pocket-type module: 1/EA Ju
Remove | oo imase Part Number 191500351
T Marufacturer Info 10066768 - (Mine Safety Appliances Company)
Contract SWC30747-5 more info...
Biological Supplies and Laboratory Equipment change...
et Pouch, Webbed: Small Flashlight: Accessary to MSA ForceField Tange Tactical Body Armer: Webbed Molle- 999050 1 9,99 o [
" !‘! style pocket-type module: 1/EA i\ LEABA e
[ Remowe | .‘ Part Number 191500337 change

To update a cart created from Punch Out content, you will see different options, depending on the
vendor. An example is below:

Home | wondst | AddioFavortes | Sionou

Erika Barton ¥ # Actionltemns [3]  Notifications [6] ™ 773UsDp @

™ shop My Carts and Orders Cpen My Active Shopping Cart = rt = Draft Redguisitior

Mame this cart:  |2014-01-08 ITSSHOPFEROL 01

-
Ll W Shopping Cart o semue Adems [ Sicotius hoprind Eltemitg, ratomint 7,78 us

Have you made changes? | Update |

@ CDWG  more info...

The itemi(s) in this group was retrieved from the suppher's website. What does this mean?
[ Meed to make changes?  MODIFY ITEMS | VIEW l‘!’EMS] Itemi(s) was retrieved o 1/8/2014 10:07:37 AM

Y Halp | |_"[_m_p.._,._‘_.._1__ Perform an actian on 10 items selected) |- Select All [~

E’!

Line{s): 1. 2
Unit
Praduct Dascription Price Quantity Total [
item agded . wsp T
maddedst  CDW 10 CATSe or CATS RJ4S Patch Cable Blue - 1,50 ust 1150 ueo
Part Number 630144 =
Manutacturer Info A3L7E1-10BL-COW - (Belkin Cables Only)
nemsasesst  BELKIN 6FT CAT6 SHIELDED PATCH GREY ©- 623 uso 1oe2zus [
EA

Fart Mumber 1944564
Manufaciurer Info RFQ10648D - (Belkin Cables Only)

Have you made changes? | Updat
¥ ges? |_update | 2 Itemis) for a total of 7.73 uso
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Another change that you may need to make is to specify the correct contract for an item. Some items
that the shopper selects will be listed on multiple contracts. For example, there may be an item that is
listed on a mandatory statewide contract, as well as on a convenience state contract. If the incorrect
contract has been selected, you can specify the appropriate contract while processing the Shopping cart.

To update the quantity of an item on an active cart, simply enter a new quantity for the line item in the
quantity field and select the Update button. To delete an item from a shopping cart, select the item’s
checkbox and then select Remove selected item from the dropdown menu.

Note: A user’s ability to modify lines may be limited from a punch-out vendor.

How To: Change a Contract for an Item

1. After entering the GeorgiaFIRST Marketplace from ePro — Create Requisition, select the
Shopping Cart icon.

Select the My Carts and Orders link.

Select the View Draft Shopping Carts link.

Under the Drafts Assigned to Me section, click on a cart to activate it.

vk wNnN

For the item you want to select a different contract for, select the change... hyperlink next to

the contract name.

6. A pop-up box will appear with the contract choices. Select the appropriate contract by using the
radio button.

7. Click OK.

8. After finishing all edits, select the Proceed to Checkout button.

9. Select the Issue Requisition button and then continue with creating the Marketplace Requisition

within PeopleSoft.

Charging a Requisition Line Item to a Different Chartstring

As we mentioned earlier, when you pull a marketplace shopping cart into a requisition, you indicate that
the official requester was the shopper who built the shopping cart. This way, the requisition line
distribution is automatically populated with the shopper’s default Chartfields. These Chartfields,
primarily the Department and Project, dictate the approval path the requisition line will take. On
occasion, a shopper may need a different set of Chartstrings charged for a requisition line.

When this happens, the Shopper should include an assignee comment in the Shopping Cart indicating
what the new Chartstring should be and which line items the Chartstring should apply to. These
comments should be visible on the shopping cart as well within the notification email received when you
were notified that a shopping cart was assigned to you.
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ORACLE’

Home | Workist | AddloFavorites |  Sign out

Erika Barton ¥ | ActionTtems [4] Notifications [7] ™ 271uUsD O

W Shol My Carts and Orders Open My Active Shopping Cart = Comments - Draft Requisition
d B =shop  my pen My pping ]

(e
!] Issue Requisition

4 Return to shopping cart 4/ Continue Shopping

&' All done! The required information has been completed and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Cart Comments (1) History

Add Comment

Records found: 1

Joshua Adams
Applies To: Requisition - 1076701
Requisition assigned -1/8/2014 11:07 AM

[o o) Please charge Dept 6509200 instead of default,

To make the change in Chartfields, you will need to do so after pulling the shopping cart into the ePro

requisition. On Step 3 — Review and Submit, you can individually edit each line or you can select and
edit multiple lines at one time.

Worklist

/Add to Favorites Sign out

I~ eProcurement
> Buyer Center

~ Manage Requisitions - Create Requisition
— Approve ‘= = =
_ Receive ltems “j‘ 1. Define Requisiti Et  2.Additemsand Services  E 3. Review and Submit
~ Procurement Card Center
_ Repons Review the details of your requisitian, make any necessary changes, and submit it for approval
— My Profile
- Detail Jobcode/Role Business Unit: 71 Georgia Perimeter College
Nefinitinn &
“= ‘Requester: [AJURGENS Q, Jurgens Amy J *Currency; USD
Requisition Summary Requisition Name: | Priority:
Description Qty Uom Requisition Lines
ﬁ‘r\;'l_:rv:{\heumanc T Ling Description Vendor Name Quantity uomM Price Total
<[ 1 ChairPneumatic High with B Each 9.990 209 B
Total Lines: 1 1.0000
Total Amount (USD}- 999 Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date: & Quantity: 10000
Status: Active shipTo:  |RECEMING ‘& [ Modify Shipping Address

Attention:  JUrgens Amy J

“Distributeby: | Q% ¥|  speedChart: | Q
[Accounting Lires iz | Fing
[ chertfisldst [ chartfields2 T chartfieilis3 T  Detais ] Asset information

First ) 1 of 1 L") Last

Fund I!.‘::‘. Program Class Bud Ref Budget Date
10000 O l650910¢e} 16400 O 11000 QL 2011 12/03/2C 5] [=]

[ Select All/ Deselect All Total Amount: 9.99 USD

L Addtofavorites | [53Modify Line / Shipping/ Accounting | [ Delete |
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How To: Charge a Requisition Line Item to a Different Chartstring

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you are returned to Step 3 — Review and Submit.
2. Expand the line you want to modify by clicking on its Expand Section button.
3. Locate the Accounting Lines section.
4. Under the Chartfields 1 tab, the Account can be modified.
5. Go to the Chartfields 2 tab to update the following if needed:
a. Fund Code
b. Department
c. Program
d. Class
6. Go to the Chartfields 3 tab to update the following if needed:
a. Project
7.

Make other necessary changes and then continue with the Marketplace Requisition by selecting
the Save and Preview Approvals button.

Menu =]

= eProcurement
[» Buyer Center

“ Create Requisition

g - - - - -
Manage Requisitions Modify Line / Shipping / Accounting
Approve Requisitions
Receive ftems
W Note: The information below does not reflect the data in the selected requisition lines. YWhen the "Apply’ button is clicked, the data
Ay Trofile entered on this page will replace the data in the corresponding fields on the selected lines.
[ Travel and Expenses
[ Accounts Payable i Vendor ID: Q Vendor Location:
Buyer: Q Category: Q
Shipping Information
Ship To: Q [=] Modify Shipping Address
Due Date: £ Attention: SpeedChart Q
BELKIN 6FT CAT6 1 EA = 5 n
SHIELDED P._.. Accounting Information Personalize | Find | view All | 2] 3 First Kl 1or1 1 Last |
Details Asset Information
Total Lines 2 Percent GL Unit Account Fund Dept Program Class Project Bud Ref Budaget Date
Total Amount (VSO L 1 [ao000 2 | al—a Q| al—a Q [ ®=EBE

Load Values From Defaults

Apply Cancel

How To: Charge Multiple Requisition Line Items to a Different Chartstring

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you are returned to Step 3 — Review and Submit.

2. Select the lines you want to change distribution information for by placing a checkmark in their
select boxes.

3. Select the Modify Line/Shipping/Accounting button.

4,

In the Accounting Information section, enter the new Chartfields Values and then click Apply.
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5. On the Distribution Change Options, to apply changes to all selected lines, select the option “All
Distribution Lines” and click OK.

6. Make any other necessary changes and then continue with the Marketplace Requisition by
selecting the Save and Preview Approvals button.
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Using Multiple Distributions for a Requisition Line

At times, it may be necessary for you to have multiple distributions for a requisition line. Once you pull

the GeorgiaFIRST Marketplace shopping cart into a requisition, you can split the distribution for the line
needed.

To set up multiple distributions for a requisition line, you first specify whether you want to distribute by
quantity or by amount. Then, you can add a new distribution line. After adding the new distribution line,
you will need to update the percentage or amount in the original distribution line first. Then, you can set
the distribution percentage or amount for the new distribution line. On the Chartfields tabs, you can
specify the new distribution Chartstring.

ORACLE’

Menu =]
< eProcurement

[ Buyer Center Create Requisition

Home | W

Manage Requisitions - “j!ﬁ 1. Define Requisition _EI:; 2. Add Items and Services 3. Review and Submit |
Approve Requisiti
Receive ltems : _ | Review the details of your requisition, make any necessary changes, and submit it for approval.
Procursment Card Center |~
My Profile Business Unit: 40000 Georgia Gwinnett College
[ Travel and Expenses o
[ Accounts Payable *Requester: |ITSREQUESTERU1 Q) ITS Requester #1 *Currency: S|
[ Commitment Control - ) poe . .
D General Ledger Requisition Name: | Priority: Medium

Requisition Summa

Description [ L | <@ 1 COW10CATSe or CATS RI45 P COW Government Each 1.500 150 BB OO
CDW 10 CAT5e or 1 EA 0T

CATS RJ45 ) . .

BELKIN 6FT CATE 1 EA Consolidate with other Regs Override Suggested Vendor

SHIELDED P__. . -

Shipping 1 Due Date: [3) Quantity:  1.0000
Total Lines 2 Line:
: *Shi . RECEIVING = i iopi

Total Amount (USD): 773 Status: Active Ship To: @[] Modify Shipping Address

Attention: |ITS Requester #1

“Distribute by: Qty h

[1eecioc [ oso00 | 50.0000 075 [40000 @ [71a100 @ [+ [=]
2 Open [16ecticy | oso00 | 00000 0.75 [40000 L (714100 QEl
b1 2 BELKIN 6FT CAT6 SHIELDED PA CDW Govemnment Each 6230 623 [
1.0000

[F] Select All / Deselect All Total Amount: 773 USD

L i Add to favorites | Eg Maodify Line / Shipping / Accounting | ﬁ Deletel

How To: Split Distribution for a Requisition Line

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you will be returned to Step 3 — Review and Submit.

2. Expand the line by clicking on its Expand Section button.

3. Choose whether to Distribute by Amount or Quantity through the drop down list.
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4. Locate the Accounting Lines section.
5. At the end of the line under the Chartfields1 tab, click the Add a New Row button (+).
6. If distributing by Quantity, continue. If distributing by Amount, go to step 7.

a.

b
C.
d.
e

In the original distribution line, edit the quantity for the revised distribution.

Tab out of the Quantity field. The Percent field should adjust accordingly.

In the new distribution line, enter the quantity for the second Chartstring.

Tab out of the Quantity field. The Percent field will adjust accordingly.

Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.

7. If distributing by Amount, continue. Otherwise, go to step 8.

a.

b
C.
d.
e

In the original distribution line, edit the amount for the revised distribution.

Tab out of the Amount field. The Percent field should adjust accordingly.

In the new distribution line, enter the amount for the second Chartstring.

Tab out of the Amount field. The Percent field will adjust accordingly.

Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.

8. Make any other necessary changes and then continue with the Marketplace Requisition by

selecting the Save and Preview Approvals button.

Entering Asset Information for an Item

If the item being requested is an asset needs to be tracked in the Asset Management module, you can

specify this information on the requisition. By specifying the asset information on the requisition, the

information will transfer to the Purchase Order, the Receipt, and finally the Voucher. After that, the

information from the Purchasing and Accounts Payable modules can be interfaced into Asset

Management.

Items that need to be tracked in Asset Management include any item valued over $3,000. Fixed assets
are those items valued at or above $5,000. An item costing less than $5,000, but more than $2,999.99,
are considered Small Value Property and must also be tracked in the Asset Management module. Finally,

any item that must be tracked through the physical inventory process, such as fire arms, should be

entered into the Asset Management module.
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ORACLE’
Menu [=]

[ eProcurement - L.
I Buyer Center Create Requisition

Home | Wo

Manage Requisitions — |E|)R, 1. Define Requisition 5% 2. Add Items and Services E\;\ 3. Review and Submit ‘
Approve Reauisitions

Receive ltems | Review the details of your requisition, make any necessary changes, and submit it for approval.
Procurement Card Center |~
My Profile Business Unit: 40000 Georgia Gwinnett College
[* Travel and Expenses
[ Accounts Payable *Requester: ‘\TSREQUESTERM ), ITS Requester #1
[ Commitment Control P . P -
I General Ledger il Requisition Name: \ Priority: Medium

*Currency: usD

Requisition Summa?; Line Description S

Dest ilna Qty UOM =2 1 CDW 10 CATSe or CATS RS P CDW Government Each 1.500 150 @B
CDW 10 CAT5e or 1 EA 1.0000

CATS RJ45 . . . e

BELKIN 6FT CATE 1 EA Consolidate with other Regs Override Suggested Vendor

SHIELDED P... o

Shipping 1 Due Date: [ Quantity:  1.0000
Total Lines: 2 Moz
e . =gpi a9 RECEIVING =

Total Amount (USD): 773 Status: Active Ship To: @ [ Madify Shipping Address

Attention: ‘\TS Requester #1

*Distribute by: Qty hd

SpeedChart: Q
Accounting Lines
Chartfields1 Chartfieldsp Chartfeldsi Details I Asset Information I

o BUSINESS profile ) | Tag Number |CAP# Sequence  |EmplID Capitalize | Cost Type

40000 4 [COMPOZCL Q Q Q [

P[] 2 BELKIN 6FT CATG SHIELDED PA CDW Government Each
1.0000

| Eind | view Al | 20| B pirst B 4 orq B (ast

==

6.230 623 (2

[C] Select All / Deselect All Total Amount: 773 USD

L 4 Add to favorites | Et‘ Modify Line / Shipping / Accounting I o De\etel

In order to enter the asset information for an item in the Marketplace Requisition, you need to be on
Step 3 — Review and Submit. You will need to enter the AM Business Unit and Profile ID.

How To: Enter Asset Information for a Requisition Line Item

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you are returned to Step 3 — Review and Submit.

Expand the line by clicking on its Expand Section button.

Locate the Accounting Lines section.

Go to the Asset Information tab.

vk wNnN

In the AM Business Unit field, enter or use the look up icon to select your institution’s business
unit.

6. Inthe Profile ID field, enter or use the look up icon to select the asset’s Profile ID (i.e., SVP
AVO5YR).

7. Make any other necessary changes and then continue with the Marketplace Requisition by
selecting the Save and Preview Approvals button.
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Inserting Ad Hoc Approvers

The approval path is determined by the department and project charged on a requisition line along with
other criteria specified by your institution, which may include line amount, item type, and agency fund.
If you have reviewed the approval path and determine that you need to include another approver, you

can do that through the Ad Hoc Approver functionality.

ORACLE’

Worklist Add to Favorites

[= eProcurement ~ Help
I Buyer Center

Create Requisition
age Requisitions
AD DI Requisitions = Conﬁrmation
Rect ltems
— Procurement Card Center
~Reports ST Io9m o edu:9430/p =]
— My Profile Requested For: Jurgens Amy J Number of Lines: 1
- Ei:_‘a‘::'ﬁnn:-me-ﬁale @ Requisition Name: 2000400544 Total Amount: | hktps:fpr-Fs. dev.gafirsk.usg.edu: 9430 psciSCITEST_L/EMPLOYEES % | £
_— =
Requisition ID: 0000400644
Requisition Summary Business Unit: 71000 Insert additional approver or reviewer
Description QtyUoM
Chair Pneumatic 1 EA Priority: Medium
High with .
Budget Status: Mot Checked User D l:lQ
Total Lines: 1 .
Insert as:
Total Amount (USD): 999 Department and Proj. Approval @ Approver

- — R
< Line 1:Initiated © Reviewer

Chair Pneumatic High with Backrest Blue, 1/EA

Department and Proj. Approver Insent | Cancel

Not Routed
g Bamnaby James
Gl Reg-Dept Mgr-Line Level

Logistical Services Approval

~ Requisition 0000400644:|nitiated

Buyer Approval

L @ 1neernet H100% -

Submit | Edit Requisition ‘ | Check Budget ‘

On the approval page, you can insert an ad hoc approver anywhere you see a green plus (+) button. You
will need to know the User ID of the additional approver, or you will have to scroll through the list of
names. In addition, you can specify the ad ho user as an Approver or Reviewer. Choosing the Approver
option will require the user selected to actually approve the requisition for it to progress onto the next
step. Selecting the Reviewer option will place the requisition into the selected user’s Worklist. However,
they will not be required to take action on the requisition for it to move onto the next step. The
Reviewer provides visibility only to the ad hoc user.

How To: Insert an Ad Hoc Approver

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you will be returned to Step 3 — Review and Submit.

2. Make any necessary changes to the line item information on the requisition.

3. Select the Save and Preview Approvals button.

4. Toinsert an Ad Hoc approver, click the green plus (+) button where you want the approver to

go.
5. Enter the User ID of the Ad Hoc approver, or use the look up button to select the User ID.
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6. Select either the Approver or Reviewer radio button.
7. Click the insert button.
8. You should now see the additional approver in the approval chain.
9. Toremove the Ad Hoc approver, select the red minus (-) button for that approver. Click OK

when prompted.
10. Submit the requisition for approval by clicking the Submit button.
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Chapter 6: Creating a Special Request Requisition

In addition to creating requisitions built from GeorgiaFIRST Marketplace shopping carts, you can also
create Special Request Requisitions. Special Request Requisitions are built by entering information
directly into the requisition using the Special Request tab — Special Item link. Therefore, you create the
individual requisition line items as opposed to originating from the Marketplace Shopping cart.

Outside of how you add the requisition lines to the requisition, much of the steps between a
Marketplace Requisition and a Special Request Requisition are the same. In this chapter, we are going to
detail how to create a Special Request Requisition.

Creating a Special Request Requisition

To create a Special Request Requisition, you are going to start in the same way as you did with the
Marketplace Requisition. You need to select the menu item Create Requisition from the eProcurement
module.

Depending on the number of lines you need to add to your requisition, you may or may not find it useful
to setup the defaults for your requisition. As we mentioned earlier by selecting the Step 1 — Define
Requisition link, you can specify defaults that apply to the entire requisition so that you do not have to
add them line by line. This is an optional step though. If you do set up requisition defaults, you should
not include anything in the Account field. The item’s NIGP code will determine the proper account.

After setting up your requisition defaults, if any, you can proceed to Step #2 — Adding Items and
Services. Since this requisition will not be built from contract catalog items in the GeorgiaFIRST
Marketplace, you will use the Special Request tab on this page. From the Special Request tab, you
should select the Special Iltem hyperlink. This is how you enter line items directly into a requisition.

For each line item, you need to complete this page. If you entered any defaults in Step 1, that
information will carry over to the appropriate fields here. The information that you will need to input is:

e Item Description —this is where you enter the description of the item you are requesting

e Price

e Quantity

e Unit of Measure

e (Category — this is the NIGP Code

e Due Date

e Vendor ID —if you know the vendor you wish to use, enter that Vendor ID here; once the Buyer
receives the requisition, they can modify the vendor if needed
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e Additional Information — you can use the text box to enter comments regarding the requisition

line item. You can also specify if you want those comments sent to the vendor, shown on the
receipt, or shown on the voucher. Do not include any slashes (/) in the Additional Information

field.

ORACLE’

Add to Favories

Menu -]

Workist

I~ eProcurement
- Buyer Center
— Create Requisition

— Manage Requisitions

- Help

Create Requisition

e = =
el |[‘ 1. Define R Bt 2addiemsand Services  ER 3. Review and Submit ‘
ocurement Card Center
- Reports Add lines to the requisition, specifying the information necessary to procure each item or service.
~ My Profile search: | Cy, Search
- Detail JobcodeiRale §
Nefinition AW Catslog | Favorites | Templates | Forms | Web | Special Request
EE svccial tem
Requisition Summary
Description Qtyuom “Item Description:  |L0cal Newspaper Ad
Local MewspaperAd 1 EA
“Price: 499.00000 *Currency:
Total Lines: 1 “Quantity: 1.0000 “Unit of Measure: EA Q
). 499.00
Total Amount (USD). S 21571 Q Due Date: o]

0000026748 Q@ ATLANTA ADVERTISING &

MARKETING INC

Vendor ID: Suggest New Yendor

Vendor Item ID:
Wifg ID: Q

Mfg ltem ID:
Additional Information

[[] Send to Vendor [] Show at Receipt [[1 Show at Voucher

oK | cancel | AddorStartNewType |

When you are finished entering your line item information, you have to select the “Add Item” button at
the bottom of the page to add it to your requisition. Once you do, you should see the Requisition
Summary box on the left side of the page update. To add another line item, simply begin entering the
line information again. When you have finished adding all requisition line items, you can go to Step 3 —
Review and Submit.

When you get to Step #3, this is where you can update the distribution information for each line, as well
as the Ship To information. Just like a Marketplace Requisition, you can update this information for each
line individually or multiple lines through the Modify Line/Shipping/Accounting button. If you need to
include asset information for a line item, you can also do this on step 3. Finally, you can add comments
and attachments to each line, as well as to the overall requisition. When all of your information has
been added, you can preview your approvals by selecting the Save & Preview Approvals button.

The Confirmation page lists the Requisition ID and the number of lines on the requisition. It also lets you
see the approval path for the requisition based on the distribution line and your institution specific
Workflow setup. You will see an approval for each Requisition Line. If you need to insert additional
approvers, you can do so using the Ad Hoc approver functionality. If you notice an error and need to edit
your requisition, select the Edit Requisition button. When you are ready to submit your requisition for
approval, click the Submit button. The requisition header is set to a Pending Status until all lines are fully
approved.
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How To: Create a Special Request Requisition

1. In PeopleSoft Financials Core System, select eProcurement from the menu.

2. Select Create Requisition.
3. To enter Requisition Defaults, click the 1. Define Requisition link. Otherwise, go to step 4.

a.

Nowuv e

If desired, enter a name for your requisition (if left blank, the Requisition ID will be listed
here after saving).

Expand the Line Defaults section by clicking on the expand button.

To enter a default vendor for all requisition lines, enter the Vendor ID or select it using
the Look Up icon.

To enter a default Buyer for all requisition lines, enter the Buyer’s User ID or select it
using the Look Up icon.

If all of your line items will have the same NIGP code, enter it in the Category field or
select it using the Look Up icon.

If all of your line items will have the same Unit of Measure, enter it or select it using the
Look Up icon.

To set a default Ship To Address, enter it or select it using the Look Up icon.

To enter a default Due Date for each line item, enter it or select it using the Calendar
icon. The Due Date for a Requisition is typically within 30 days of the current date.

To enter a default “Attention To” for each line, enter in the Attention field.

In the Accounting Defaults — Chartfields 1 tab, the Location, GL Unit, and Department
originally default from your User ID. If needed, you can change the Fund Code,
Department, Program, Class, and Project that are to be charged for each line item.

In the Accounting Defaults — Asset Information tab, you can enter the default AM
Business Unit field and Profile ID that will appear on each requisition line item. This
should only be set if all requisition line items are to be tracked in the Asset Management
module, and each line item requires the same Profile ID.

Click the Continue button.

Click the 2. Add Items and Services link.

Select the Special Request tab.

Select the Special Item link.

For each line that you want to enter, complete the following steps (some fields may have been

completed through the requisition defaults — these defaults can be overwritten on this page if

needed):

a.

b
C.
d.
e

Enter an Item Description

Enter the Price of the item

Enter the Quantity requested

Enter or select the Unit of Measure

In the Category field, enter or select the NIGP Code for the item
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Enter or select the Due Date for the item

g. Enter or select the Vendor ID for the item if you have a preferred vendor

h. If you have any information that needs to be sent to the vendor, shown on the receipt,
and/or shown on the voucher, enter it in the Additional Information field and select the
appropriate checkboxes.

i. Selectthe Add Item button.

j. Confirm the Requisition Summary updated with your new requisition line.

k. To add an addition requisition line, complete steps 7a through 7k again.

8. Select the 3. Review and Submit link.

9. To update a requisition line’s distribution information, click its Expand button and make
necessary updates.

10. To update multiple requisition line’s information simultaneously, select the lines to update with
a check mark and then select the Modify Line/Shipping/Accounting button. Make all necessary
updates, and apply to all selected lines.

11. To enter a comment on an individual requisition line, click that line’s call out (comment) icon.
Enter the comments and select where you want the comment to appear.

12. Enter any justification or comments you wish to on the requisition header in the
Justification/Comments field and select the appropriate checkboxes. Do not include any slashes
(/) in your comments.

13. Click the Save & Preview Approvals button.

14. Insert any additional approvers if necessary.

15. Click the Submit button.

Once items have been added through the Special Request tab, much of the functionality of a requisition
is the same as a requisition created from items pulled from the GeorgiaF/RST Marketplace.
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Charging a Requisition Line Item to a Different Chartstring

When building a Special Request requisition, the Chartfields for each line item’s distribution is
determined by your User ID as the Requester. These default Chartfields, such as Department, are
specified in your Requester setup. If you need to adjust the Chartfields for the line items, you can do this
on Step 3 — Review and Submit. On this page, you can individually edit each line, or you can edit multiple

lines at one time.

ORACLE’

Worklist Add {0 Favorites

I~ eProcurement -~ Help
[> Buyer Center
e Requisiions Create Requisition
ppI Requisitions B =]
Items |D\
Procurement Card Center

1. Define Requisiti By 2.Additemsand Services B 3. Review and Submit

Review the details of your requisition, make any necessary changes, and submit it for approval.
— My Profile
— Detail Jobcode/Role

Business Unit: Georgia Perimeter College
Definitinn b

*Requester: [acHapmAN_71 Q, Chapman Brian K *Currency:
[Requisition Summary Requisition Name: | Priority:
Description Qty uom

Requisition Lines
Local NewspaperAd 1 EA

Line Description
TotalLines: 1 <[] 1 Local Newspaper Ad ATLANTAADVERTISING & | 1.0000 Each 499.000 a99.00 B2
Total Amount (USD). 488.00 MARKETING INC
Consolidate with other Reqs [¥l override Suggested Vendor
+
Shipping Line: 1 Due Date: & Quantity: [1.0000 F[=
Status: Active +shipTo:  |RECENVING @ [ Modifv Shipping Address

Attention: | Chapman Brian K

“Distributeby: | @ ¥ speedChart: | Q
Accounting Lines Customize | Find | View A1l B First [ 1 014 0] Last
[ chartfiess1 T chartrieiss2 T chartfieisss | petais T Assetinformati
Fund Dept Program Class. Bud Ref Budget Date
(10000 5500100 16400 QL Q 2011 120030205 =
[] Select All/ Deselect All Total Amount: 499.00 USD

L # Addtofavorites

|74 Modify Line / Shipping / Accaunting | ]ﬂDe\ele‘

How To: Charge a Requisition Line Item to a Different Chartstring

1. After you have added all Special Items to your requisition, go to Step 3 — Review and Submit by
clicking its link.
Expand the line by clicking on its Expand Section button.
Locate the Accounting Lines section.
Under the Chartfields 1 tab, update the Account if needed
Go to the Chartfields 2 tab. Additional Chartfield values can be updated if needed:
a. Fund Code
b. Department

vk wN

c. Program
d. Class
6. Go to the Chartfields 3 tab to specify or modify the Project ID field
7. Make any other necessary changes and then continue with the Special Request Requisition by
selecting the Save and Preview Approvals button.
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How To: Charge Multiple Requisition Line Items to a Different Chartstring

1. After you have added all Special Items to your requisition, go to Step 3 — Review and Submit by
clicking its link.

2. Select the lines you wish to change distribution information for by placing a checkmark in their
select boxes.

3. Select the Modify Line/Shipping/Accounting button.

4. Inthe Accounting Information section, enter the new Chartfields and then click Apply.

5. On the Distribution Change Options, to apply changes to all selected lines, select the option “All
Distribution Lines” and click OK.

6. Make any other necessary changes and then continue with the Special Request Requisition by
selecting the Save and Preview Approvals button.

Using Multiple Distributions for a Requisition Line

At times, it may be necessary for you to have multiple distributions for a requisition line. After adding
Special Request items, you can split the distribution for the line needed.

To set up multiple distributions for a requisition line, you first specify whether you want to distribute by
quantity or by amount. Then, you can add a new distribution line. After adding the new distribution line,
you will need to update the percentage in the original distribution line first. Then, you can set the
distribution quantity or amount for the new distribution line. On the Chartfields tabs, you can specify
the new distribution Chartstring.

ORACLE’

Worklist Add to Favorttes

[ eProcurement A Help
[ Buyer Center |
nage Requisitions Create Requisition
Ve jisif = [T= =
— Receive ltens ‘E‘ 1. Define isiti E; 2. Add ltems and Services \g, 3. Review and Submit
— Procurement Card Center
“Repots Review the details of your requisition, make any necessary changes, and submitit for approval
~ My Profile
— Detail Jabcode/Role Business Unit: Georgia Perimeter College
Nefinition hd
*Requester: [BCHAPMAN_74 @, Chapman Brian K *Currency:
Requisition Summary Requisition Name: | Priority:
Description Qtyuom Requisition Lines
Local NewspaperAd 1 EA e
Total Lines 1 <0 1 LocalNewspaper Ad ATLANTAADVERTISING & = 10000 Each 499.000 490.00 2O
Total Amount (USD). 499.00 MARKETING INC
Consolidate with other Reqs Override Suggested Vendor
+
Shipping Line: 1 Due Date: E Quantity: |1-0000 EHE
Status: Active *ShipTo:  |RECENVING @[] Modifv Shipping Address
Attention: | Chapman,Brian K
“Distribute by: | A ~|  spesachart: | Q
Accounting Lines Customize | Find | View Al 38 First [{] 12062 [*] Last
[ chartfieidst T chartfieids2 T chartfieidss |  Detsis T Assetinformation
Line Status Dist Type | “Location Percent Amount |GL Unit Account
1 Open CM11138, 50.0000 249.50) 71000 QL 714100 QL =
2 Open 113 50,0000 24950 71000 @ [714100 @ =]
[] Select All/ Deselect All Total Amount: 499.00 USD
\—4? Add to favorites ‘ E‘zMndifyLine!Smppmg/Accnunting ‘ ]ﬁlDe\ete‘
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How To: Split Distribution for a Requisition Line

1. After you have added all Special Items to your requisition, go to Step 3 — Review and Submit by
clicking its link.

Expand the line by clicking on its Expand Section button.

Choose whether to Distribute by Amount or Quantity through the drop down list.

Locate the Accounting Lines section.

At the end of the line under the Chartfields1 tab, click the Add a New Row button (+).

If distributing by Quantity, continue. If distributing by Amount, go to step 7.

ok wnN

a. Inthe original distribution line, edit the quantity for the revised distribution.
b. Tab out of the Quantity field. The Percent field should adjust accordingly.
c. Inthe new distribution line, enter the quantity for the second Chartstring.
d. Tab out of the Quantity field. The Percent field will adjust accordingly.
e. Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.
7. If distributing by Amount, continue. Otherwise, go to step 8.
a. Inthe original distribution line, edit the amount for the revised distribution.
b. Tab out of the Amount field. The Percent field should adjust accordingly.
c. Inthe new distribution line, enter the amount for the second Chartstring.
d. Tab out of the Amount field. The Percent field will adjust accordingly.
e. Make the necessary changes to the second string of Chartfields on the Chartfields 1,
Chartfields 2, and Chartfields 3 tabs.
8. Make any other necessary changes and then continue with the Marketplace Requisition by
selecting the Save and Preview Approvals button.

Entering Asset Information for an Item

If the item being requested is an asset or needs to be tracked in the Asset Management module, you can
specify this information on the requisition. By specifying the asset information on the requisition, the
information will transfer to the Purchase Order, the Receipt, and finally the Voucher. After that, the
information from the Purchasing and Accounts Payable modules can be interfaced into Asset
Management.

Items that need to be tracked in Asset Management include any item valued over $3,000. Fixed assets
are those items valued at or above $5,000. An item costing less than $5,000, but more than $2,999.99,
are considered Small Value Property and must also be tracked in the Asset Management module. Finally,
any item that must be tracked through the physical inventory process, such as fire arms, should be
entered into the Asset Management module.

In order to enter the asset information for an item in the Marketplace Requisition, you need to be on
Step 3 — Review and Submit. You will need to enter the AM Business Unit and Profile ID.
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Worklist Add {0 Favorites

[~ eProcurement
r Center

Create Requisition

||f‘ 1. Define Requisiti Zk  2Addlemsand Services  ER 3. Review and Submit
Review the details of your requisition, make any necessary changes, and submit it for approval
- DE(BIIJJDE]UE iRole Business Unit: Georgia Perimeter College
Nefinitinn M
== *Requester: [BCHAPMAN_71 @, Chapman Brian K *Currency:
Requisition Summary Requisition Name: | Priority:

Description QtyUoM
Local NewspaperAd 1 EA

Requisition Lines
Description

Line

Total Lines: 1 <[ 1 LocalNewspaperAd ATLANTAADVERTISING & | 1.0000 Each 499.000 409,00 B0
Total Amount (USD): 459.00 MARKETING INC
Consolidate with other Regs. [¥] override Suggested Vendor
+
Shipping Line: 1 Due Date: ] Quantity: |1.0000 =
Status: Active *ShipTo:  |RECEWING Q. [=] Modify Shipping Address

Attention: |Chapman,Brian K

“Distributeby: |2 ¥ SpeedChart: | Q

Accounting Lines Customize | Find | Vie -\|| First (4] 1 or1 [M] Last
[ Chartfields1 T Chartfieids2 T Chartfieiiss T  Dstais T Assetinformation

Am
Busmess ProfilelD  |Tag Humber |CAP # Sequence |EmpliD Capitalize |Cost Type

[ — - GIE)

[ Select Al / Deselect All Total Amount: 499.00 USD

L Addtofavorites

[-% Modify Line / Shipping / Accounting | ]ﬁlDe\ele‘

How To: Enter Asset Information for a Requisition Line Item

1. After you have added all Special Items to your requisition, go to Step 3 — Review and Submit by
clicking its link.

Expand the line by clicking on its Expand Section button.

Locate the Accounting Lines section.

Go to the Asset Information tab.

vk wN

In the AM Business Unit field, enter or use the look up icon to select your institution’s business
unit.

6. Inthe Profile ID field, enter or use the look up icon to select the asset’s Profile ID (i.e., SVP,
AVO5YR).

7. Make any other necessary changes and then continue with the Special Request Requisition by
selecting the Save and Preview Approvals button.

Inserting Ad Hoc Approvers

The approval path is determined by the department and project charged on a requisition line along with
other criteria specified by your institution, which may include line amount, item type, and agency fund.
If you have reviewed the approval path and determine that you need to include another approver, you
can do that through the Ad Hoc Approver functionality.
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ORACLE’

Worklist Add {0 Favorites

[~ eProcurement
I Buyer Center
ge Requisitions
Yale] Requisiions
— Rec: Items
— Procurement Card Center
Reporis
— My Profile Requested For: Jurgens Amy.J Number of Lines: 1

[E3

Confirmation

- E:'rﬁ::oﬁnrmwmm @ Requsitioname: 0000400644 Total Amount: 2 | hetpstfpr-Fs. dev.gafirst.usg.edu:3430/psc/SCITEST_LEMPLOVEE/ ¥ | £h
~ Requisiion ID: 0000400844

Business Unit: 71000 Insert additional approver or reviewer

Chair Pneumatic 1 EA Priority: Medium

Ealiygh Budget Status: Not Checked User D |:|Q

:::i:;im wsor 15 «| Departmentand Proj. Approval Insertas: ) approver

- — R
+ Line 1:Initiated O Reviewer

Chair Pneumatic High with Backrest Blue, 1/EA

Department and Proj. Approver Insent | Cancel

Not Routed
g Bamaby James
Eh Reg-Dept Mgr-Line Level

Logistical Services Approval

+ Requisition 0000400644 :nitiated
Buyer Approval

uted
ds Mardina R -
B - Approval -+ C € Internet 100 -

Submit | Edit Requisition ‘ | Check Budget ‘

On the approval page, you can insert an ad hoc approver anywhere you see a green plus (+) button. You
will need to know the User ID of the additional approver, or you will have to scroll through the list of
names. In addition, you can specify the ad ho user as an Approver or Reviewer. Choosing the Approver
option will require the user selected to actually approve the requisition for it to progress onto the next
step. Selecting the Reviewer option will place the requisition into the selected user’s Worklist. However,
they will not be required to take action on the requisition for it to move onto the next step. The
Reviewer provides visibility only to the ad hoc user.

How To: Insert an Ad Hoc Approver

1. When you have pulled the GeorgiaFIRST Marketplace shopping cart into an eProcurement
requisition, you will be returned to Step 3 — Review and Submit.

2. Make any necessary changes to the line item information on the requisition.

3. Select the Save and Preview Approvals button.

E

To insert an Ad Hoc approver, click the green plus (+) button where you want the approver to
go.

Enter the User ID of the Ad Hoc approver, or use the look up button to select the User ID.
Select either the Approver or Reviewer radio button.

Click the insert button.

You should now see the additional approver in the approval chain.

To remove the Ad Hoc approver, select the red minus (-) button for that approver. Click OK
when prompted.

10. Submit the requisition for approval by clicking the Submit button.

L e NoWU
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Chapter 7: Working with Requisitions

Once your requisitions have been created and submitted, you may find it necessary to track a
requisition’s progress, edit a requisition, or cancel a requisition. In this chapter, we are going to detail
the different ways you can work with your requisitions.

Managing Requisitions

Once you have saved a requisition, it is easy to track what stage it is in by using the Manage Requisitions
page. From this page, you can see the requisition status, review requisition details, edit requisitions, and
take various actions on requisitions if needed.

To use the Manage Requisitions page, you will first have to search for the requisitions. You can search
through the following parameters (leave a field blank to return all values):

e Requisition ID

e Date From/Date To (when was the requisition created)

e Requester (this is the Requester specified on the Requisition)

e Requisition Name

e Request Status (this is the status of the requisition)

e Entered By

e Budget Status (this is the budget checking status)

e PO ID (if the requisition has been sourced to a PO, this is the corresponding PO ID)

(I A2

Favorites = Main Menu > eP‘rochre-ment 7 Manage Requisitions
> i -

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: |40000 Q Requisition Name: |
Requisition 1D: Q Request Status: All but Complete  ~ Budget Status: -

Date From: 01/09/2014 [ Date To: 01/09/2014 B Origin -
Requester: Q Entered By: & POID: Q

Clear

The Requester specified has no Requisitions.

Create Mew Requisition Inquire Change Reguest  Inguire Receipts Requisition Report
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© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2014

50



% eProcurement & *;

GeorgiaF/RST Marketplace & o Working with ReqUiSitionS

There are many statuses that a Requisition goes through during its lifecycle.

Requisition Explanation

Status

Open The requisition has been entered and saved in the system, but it
has not yet been submitted for approval.

Pending The Requisition has been submitted and is awaiting approval.

Approved The requisition has been fully approved and can become a PO.

Denied The requisition was denied in the approval process.

Canceled The requisition was entered and saved, but was canceled. A
canceled requisition can be reopened within a certain number of
days.

PO(s) Created The requisition has been placed on a Purchase Order.

PO(s) Dispatched | The requisition has been placed on a Purchase Order, and the PO
has been dispatched to the vendor.

PO(s) Canceled The requisition has been placed on a Purchase Order which has
been canceled.
Received The requisition has been placed on a PO. The PO has been

dispatched to the vendor, and the goods have been partially or
fully received.

Complete After the requisition is dispatched on a PO, the goods are received,
and the vendor is paid. A background process identifies the
requisition status as Complete. Canceled requisitions are also
identified as Complete.

After a requisition has been approved, it must then go through the Budget Checking process. The
possible Budget Statuses include Not Checked, Error, and Valid.

Budget Status Explanation
Not Chk’d The requisition has not had budget checking run on it yet.
Error The requisition has gone through budget checking and failed; the

budget checking error must be corrected before the requisition
can be sourced into a purchase order.

Valid The requisition has passed budget checking and is available to be
sourced into a purchase order.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2014

51



®ep t& gy . . .
S T I Working with Requisitions

The more search criteria that you enter, the more narrow your search results will be. In your list of
search results, you will see the following for each Requisition:

e Requisition ID
e Requisition Name
e Business Unit

e Date

e Status
e Budget
e Total

o Action Drop Down box and Go button

ﬁ

Favorites | Main Menu > eProcurement > Manage Requisitions
- . -

Manage Requisitions

- Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.

Business Unit: 40000 Q Requisition Name: |

Requisition 1D: Q Request Status: All but Complete - Budget Status: v

Date From: b1o12013 Date To: 01/08/2014 [ origin M

Requester: Q Entered By: & POID: Q
i Clear

To view the lifespan and line items for a requisition, click the Expand triangle icon: [

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

[ ]

E] 0000400712 0000400712 40000  01/08/2014 Pending Not 7.73USD <Select Action. ~ | Go|
Chk'd -

I 0000400711 0000400711 40000  12/30/2013  Pending Mat 29.97USD <Select Action. ~ | Go)
Chk'd

Create New Reguisition Inquire Change Request  Inguire Receipts Requisition Report

You can sort by a search result, such as Budget, by clicking on the column heading hyperlink. In the
results, you can quickly see the status the requisition is in, as well as its budget checking status. To see
the lifespan of the requisition, as well as line item information, you can expand the requisition.
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0000400702  Library/Lisa Jones 40000  09/03/2013 PO(s) Valid 43244 151)sp <Select Action. v | Go
Dispatched
Requester: Jones. Lisa Entered By: Jones Lisa Priority: Medium

Request Lifespan:

=l = i# v == p
R eguisition Approvals Inventory % ;:;;3; Receiving Returns Invoice Paym ent
Line Description Status Price Curr Gty UOM Vendor
1 Science Direct Database rene PO Dispatched 43244 150 USD 1.0000 EA ELSEVIER B.V.

Once you have expanded a Requisition, you can see its lifecycle represented by the lifespan icons. If an
icon is in color, the requisition is either currently in or has completed that stage. In this example, you can
see that the requisition was sourced into a Purchase Order and dispatched, and the requested items
have been received. The items, however, still need to be vouchered and paid for.

From this page, there are many items that you can review. If you select the Requisition ID or the
Requisition icon in the lifecycle, you will get a summary of the requisition details.
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Requisition Details

Camera Equipment 0000403662 27000 10M5/2010 Received 2, 646.88

Justification | Comments:

Abbreviated Terms & Conditions: State of Georgia Terms and Conditions and Georgia Vendor Manual as
published by the Department of Administrative Services which is incorporated herein by reference are made
part of this Purchase Order; STATE OF GEORGIA TERMS & COMDITIONS PRECEDES ANY VENDOR'S
TERMS & CONDITIONS FOR SALE OR SERVICE. The State of Georgia Contract Terms and Conditions are
applicable to this order. They can be viewed at:
http:ifwww.doas.georgia.goviStateLocal/SPD/Docs_SPD_Generalfterms-conditions.pdf. You may request a
copy by calling the Purchasing Office at 706-737-1766

1 Part# 79204001 Canon GL2 Ca.. Sourcing 1.0000 Each 2,131.950 USD 213195
Complete

+ PO Information

2 Part# KTDLC121G Kata D-Ligh... Sourcing 1.0000 Each 107.740 USD 107.74
Complete

+ PO Information

3 Part # 80304001 Canon WB-58H, Sourcing 1.0000 Each 178.790 USD 178.79
Complete

} PO Information

4 Part # VZROCK VariZoom VZRoc., Sourcing 1.0000 Each 228.400 USD 228.40
Complete

[ } PO Information ]

PO's have been created for this Requisition. To view the PO details for a specific Requisition line
o click the triangle on the PO Details bar. Ifthere is no PO Details bar then that Requisition line
does not have a PO created for it yet.

Return to Manage Requisitions [Reguisition Schedule and Distribution]

If the requisition has already been sourced to a PO, you will see a “PO Information” bar. To get the PO
Information for a sourced requisition line, you can click on this bar and see the PO number, receipt

status, and PO line information.

If you want to see a requisition schedule and distribution information, you can select the Requisition
Schedule and Distribution link from the Requisition Details page.
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Requisition Schedule and Distribution

Business Unit: 27000 Requisition ID: 0000403827  Total Amount: 900.000 usD

Requester: llewis16 Req Name: C1103 Land Status: Received Date: 11/16/2010
Acquisition, Tindon

First [4] 4 or1 [M] Last

Line: 1 £1103 Land Acquisition 1016

N Quantity: 1.0000 UOM: EA Price: 900.00000 uso
Tindon Street

view Al First 1) 1 of 1 [M] Last

Sched: 1 Ship To: RECEIVING Due: Attention: Loren W Lewis
Quantity: 1.0000 Price: 900.00000 Amount: 900.00 uUsD

‘f Details Y More Details Y More Details 2 Y Azset Information \I

Dist Short Dist
# Name Type

1 Processed PHYPLT 1.0000 900.00 100.0000 27000 751101 50000 5017610 17610 11000 27C1103 2011 111612010

Location Req Qty Amount  Percent GL Unit Entry Event Account  Fund Dept Program Class Project Bud Ref Budget Date

Return to Previous Page Return to Manage Requisitions

The Line section contains all of the line items on a requisition. The Schedule section displays shipping
information for the item, such as where the item is being shipped, when it is due, the quantity, the price,
and the total amount of the line.

The Distribution section details the Chartfields and additional information. The Dist # displays the
number the system assigned to the distribution. The system uses this numbering to distinguish between
multiple distributions for a single requisition line. The distribution statuses include the following:

e Open: The distribution line is open

e Complete: the distribution line is closed

e Processed: the distribution line has been processed and is unavailable for sourcing
e Canceled: the distribution has been canceled

To get the detailed information for a requisition line, you can select the line hyperlink in the Description
column under the lifespan or from the Requisition Schedule and Distribution page. Users will see an
error when the item description link is selected for items originating from the GeorgiaFIRST
Marketplace.

Item Description

Part # 7920A001 Canon GL2 Camcorder - 410 Kpix - optical zoom: 20 x - Mini DV - black, silver

Requisition Price: 2131.95000

Item ID:
No image for this  category: Video Camera-Recorders, Access
item Vendor: Southern Computer

Vendor ltem ID:  h/A
Manufacturer: MNIA

Mfg Itm ID: MIA
Return to Previous Page
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< Q000403662 Camera Equipment 27000 10M5/2010 Received  Valid 2 646.88UsD| &It Select Adtior V|G°|

Requester:  Latoria Mashaye Harris  Entered By:  Latoria Mashaye Priority: Medium

Harris
Request Lifespan:
—
o il
. Purchase Change = B
Reguisition Approvals Inventory Orders Request Receiving Returns Inweoice Payment

Line Information

Line Description Status Price Curr Qty UOM  Vendor

1 Part# 79204001 Canon GLZ Ca.. Received 2131.950 USD 1.0000 EA Southern Computer

2 Fart# KTOLC181G Kata D-Ligh... Received 107.740 UsSD 1.0000 EA Southern Computer

3 Fart# 80304001 Canon WB-58H.. Received 178.790 UsD 1.0000 EA Southern Computer

4 Part# VZROCK VariZoom VZRac... Received 228400 USD 1.0000 EA Southern Computer

If you select the Approvals icon in the lifespan, you will see the approval status and path of the
requisition lines.

Approval Status

Req Name: HF Deskjet printer

Total: 139.00 USD
Requester: Laura W Michaols Business Unit: 27000
Entered on: 10/08/2010 Requisition ID: 0000403605
Status: Approved Priority: Medium
Requester's Justification:

SWC 90814

Abbreviated Terms & Conditions:

State of Georgia Terms and Conditions and Georgia Vender Manual as published by the Department of
Administrative Services which is incorporated herein by reference are made part of this Purchase Order; STATE OF
GEORGIATERMS & CONDITIONS PRECEDES ANY VENDOR'S TERMS & CONDITIONS FOR SALE OR SERVICE.

The State of Georgia Contract Terms and Conditions are applicable to this order. They can be viewed at:

http:/mww.doas.georgia.gov/StateLocallSPD/Docs_SPD_Generalterms-conditions.pdf. You may request a copy by
calling the Purchasing Office at ¥06-737-1766.

* Line Information

~ Review/Edit Approvers
Line Dept and Project Approval

= Line 1:Approved

HP Die=kjet 6500 color al-in-one printer

Department Approval
Approved Approved
Carolyn Cannaon ’ Catherine A Barner
Req-Dept Mgr-Line Level V Inserted Approver
10/15/2010 - 11:03 AW 10/15/2010 - 12:13 PM

Finally, you can select the Purchase Orders, Receipts, Invoices, and Payments icons after they are
enabled to get the information regarding those specific documents.
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The choices in the Action drop down box for each requisition will be specific to the stage that requisition
is in. The choices that you as a Requester will use the most are “Edit Requisition,” “Cancel Requisition,”
and “Check Budget” (depending on your institution setup). We will talk more about these choices later
in this chapter.

How To: Manage Requisitions

In PeopleSoft Financials Core system, select eProcurement in the menu.

Select Manage Requisitions.

Enter search criteria for your requisitions.

Click the Search button.

To see a requisition’s lifespan, click its expand button.

To see details about an active or completed stage in the lifespan, click on the lifespan icon.
To see the approval path for a requisition, click on the Approvals lifespan icon.

To see requisition line information, click on the line description.

Lo NV R WDNPR

To see requisition schedule and distribution information, click on the Requisition lifespan icon
and then select the Requisition and Schedule Information link.

Editing a Requisition

There will be times when you need to edit a requisition. This includes those requisitions that you have
created and saved, but not yet submitted, as well as requisitions that have been denied and may need
to be corrected. And, there may be a few occasions when you need to edit a requisition that has already
been submitted for approval.

In order to edit a requisition, you can go through the Manage Requisitions page and search for the
requisition in need of editing. When it is displayed in your search results, there will be the option of
“Edit Requisition” in its action drop down list. If the requisition is no longer available for editing, that
option will not appear in the drop down list. For example, once a PO is created from a requisition, that
requisition can no longer be edited.
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e —————————————————————

Favorites | Main Menu eProchrement ? Manage Requisitions
- H -

Manage Requisitions
* Search Requisitions
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: 40000 Q Requisition Name: |
Requisition 1D: Q Request Status: Pending - Budget Status: -
Date From: [ Date To: E  origin Special Request -

Requester: Q Entered By: Q PO ID: Q

Search Clear

Requisitions

To view the lifespan and line items for a requisition. click the Expand triangle icon: 2

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

P p000400686 MetroPower - ABelletti ... 40000 08/08/2013 Pending Mot

2.400.00USD <Select Action. ~ | Go
Chk'd =Select Action...=

Cancel Requisition
Check Budget

b poo0400685 Howard -RSmith - Miken 40000 08/08/2013  Pending Mot
Chkd

Edit Requisition
Requisition Cycle
Create New Reguisition Inguire Change Reguest |nguire Receipts Requisition Report View Approvals

18.055.83USD

Once you select the choice of “Edit Requisition”, the system will take you to the Edit Requisition page.
This page is the same type of page used when creating a requisition. From the Review and Submit page,
to edit a line, click on the line description (for Special Request Requisitions only). This will bring up the
page where you can edit the price, category, unit of measure, etc.

Workiist Add to Favorites

[+ eProcurement A

I Buyer Center
— Create Requisition

-UanaeRequsions | | Edit Requisition
— Approve

- Recelve ltems I | ‘E‘ 1. Define Requisiti Et 2 Addiemsand Services G 3. Review and Submit ‘
bl Card Center

- Reports Add lines to the requisition, specifying the to procure each item or semvice
— My Profile

: Search
— Detail Jobcode/Role Search: ‘ Q_I

Definition ™

LM Catalog | Favorites | Templates | Forms | Web | Special Request
Special ltem

Requisition Summary

Description Qty uom “ltem Description: | Local Newspaper Ad

Local NewspaperAd 1 EA — [ 49200000 N en

Total Lines: 1 *Quantity: 1.0000 “Unit of Measure:  EA Q

Total Amount (USD). 499.00 “Category: W Q Due Date: ’7
Vendor ID: 0000026746 @, ATLANTA ADVERTISING & Suggest New Vendor

WARKETING INC

Vendor Item ID:
Mfg ID: Q

Wfg item ID:

Additional Information

[ send to Vendor [Ishow atReceipt [ Show at Voucher

oK | cancel |  AddorStarNewType |

To edit a requisition line’s distribution and schedule information, click on the expand link for that line.
The shipping information can be updated, and the Chartfields can be updated if necessary. After making
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all of your edits, you can select the Save & Preview Approvals button. If you have made changes to a

requisition that is already in the approval process, when you submit the edited requisition, it will

reinitiate the approval process. Therefore, it may be helpful to add a comment explaining why an

approver may be seeing the same requisition again. After previewing approvals, you can then submit the

requisition.

How To: Edit a Requisition

1. In PeopleSoft Financials Core system, select eProcurement in the menu.
Select Manage Requisitions.
In the search field, enter the Requisition ID that needs to be edited (you may need to clear
some of the search fields).
4. Click the Search button.
5. Inthe Requisition ID’s action drop-down list, select Edit Requisition.
6. Click the Go button.
7. To update the requisition line information, select the link under Description. Make the
necessary changes and the return to 3. Review and Submit.
8. To update an individual requisition line Chartfield information, click its expand button. Make the
necessary changes.
9. To update multiple requisition lines at one time, select the lines to be edited and the select the
Modify Line/Shipping/Accounting button. Make the necessary edits.
10. Select the Save & Preview Approvals button.
11. If reinitiating the approval process, consider adding a comment to inform your approvers of this.
12. Insert any ad hoc approvers if necessary.
13. Click the Submit button.
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Delete a Requisition Line

You can delete a requisition line if needed, as long as the requisition line has not been budget checked.
To delete a requisition line, you will again go through the Manage Requisitions page and select “Edit
Requisition.” From the “3. Review and Submit” page, you can select the line to be deleted by placing a
checkmark in its select box. You can select multiple lines at one time if needed. To delete the selected
lines, simply click the Delete button. The system will ask you to confirm the deletion before proceeding.

Since you have modified the overall requisition, you will need to Save and Submit the requisition again.

ORACLE’

Workiist Add {0 Favorites

> eProcurement ~ Help
[> Buyer Center
- Create Requisition
— Manage Requisiiong Edit Requisition
= Approve B — =
- Receive tems |E‘ 1. Define Redquisiti E¢  2addiemsand Sevices B 3. Review and Submit
— Procurement Card Center
- Reports Review the details of your requisition, make any necessary changes, and submit it for approval
— My Profile
~ Detail Jobcode/Role Business Unit: Georgia Perimeter College

Definition b

= Requester: Chapman Brian K “Currency:

Requisition Name: 0000400645 Priority:

Requisition Summary

Description Qtyuom Requisition Lines
Local Newspaper Ad 1 EA Line Descriotion

Local Magazine Ad 1 EA

b0 1 Local Newspaper Ad ATLANTA ADVERTISING & | 1.0000 Each L5 19900 5O
Total Lines: 2 MARKETING INC
). 1,098.99 -
Total Amount D). Lacal Magazine Ad ATLANTAADVERTISING & | 1.0000 Each 599.090 50090 BE O
MARKETING INC
[] Select All{ Deselect All Total Amount; 109899 USD
L ® addtofavorites | 5% Modify Line / Shipping / Accounting | [ Delete \
JustificationiComments

| | ®

[IsendtoVvendor [ show atReceipt [ show at Voucher

li= Check Budget

[ save as Template

Save & submit ‘ o Save & preview aunruva\s‘ 3¢ Cancel Changes ‘ Find more items

How To: Delete a Requisition Line

From the PeopleSoft Financials Core system, select eProcurement in the menu.

Select Manage Requisitions.

Enter the Requisition ID in the Search Criteria (you may need to clear some of the search fields).
Click the Search button.

In the Requisition ID’s action drop-down list, select Edit Requisition.

Click the Go button.

Select the line(s) you want to delete.

Click the Delete button.

To confirm the deletion, click the OK button.

10. Click the Save and Submit button.

Lo N R WDNPR
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On occasion, you may find the need to cancel a requisition. If you need to cancel a requisition, you can
do so as long as the requisition has not been sourced into a Purchase Order. Once it has been sourced
into a purchase order, the requisition can no longer be canceled and you will have to work with the
purchase order. To cancel a requisition, you will go through the Manage Requisitions page.

Favorites = Main Menu eProchrement » Manage Requisitions
- ; -

Manage Requisitions

To locate requisitions, edit the criteria below and click the Search button.

ro!eAacl,e.....
| ———————————————————————————

~ Search Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon: [

P 0000400686  MetroPower - ABelletti . 40000 08/08/2013  Pending

P 0000400685  Howard -RSmith - Miken 40000 08/08/2013  Pending

Create New Requisition Inguire Change Reguest Inguire Receipts

Requisition Report

Business Unit: 40000 Q Requisition Name: |

Requisition 1D: Q Request Status: Pending M Budget Status: A

Date From: [ Date To: B origin Special Request -

Requester: Q Entered By: @ POID: Q
Search Clear

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Mot 2,400 00USD| <Select Action. - | Go
Chkd <Select Action...>

Cancel Reguisition 0
EEL'EI 18,055.83USD Check Budget

Edit Requisition
Requisition Cycle

View Approvals

How To: Cancel a Requisition

Select Manage Requisitions.

Click the Search button.

Click the Go button.

NV A WN R
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From the PeopleSoft Financials Core system, select eProcurement in the menu.
Enter the Requisition ID in the Search Criteria (you may need to clear some of the search fields).
In the Requisition ID’s action drop-down list, select Cancel Requisition.

On the Requisition Details page, select the Cancel Requisition button.
On the Manage Requisitions page, the requisition status should change to Canceled.
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Saving Favorite Items for Special Request Requisitions

If you find that you are constantly creating Special Request Requisitions for the same items,
eProcurement gives you the ability to save these items as Favorites. The Favorites should only be saved

for Special Request Requisitions. For GeorgiaFIRST Marketplace Requisitions, those items should not be
saved as a favorite within eProcurement.

Worklist Add to Favorttes

[+ eProcurement A Help
[> Buyer Center 0 n dev.o o edu:9430/p PLO
— Create Requisition a

- Wanage Requisitions Edit Requisition £ https:ipr-Fs dev.gafirst usg, edui2430/psc/SCITEST/EMPLOYEE /ERP/s/WEBLIE_PV.PY_5 v | 1
— Approve isil

- Becelve llems ‘E‘ 1. Define Requisiti :l
—F Card Center - I

— Reports Review the details of your requisition, make 4 1Ne following item(s) were added to your favorites:
— My Profile Local Newspaper Ad

— Detail Jubcode/Rale Business Unit: Georgial
Definition A

Requester:

Requisition Name: 0000400645 Close ]

Requisition Lines

Description Qtyuom
Local Newspaper Ad 1 EA
Local Magazine Ad 1 EA

Line Description

> 1 Local NewspaperAd 489.00 (O

Total Lines:

H
Total Amount (USD). 1,098.99

v 2 Local Magazine Ad 509.99 [

[ Select All/ Deselect All

L addtofavorites |3 Modif]
Justification/Comments

[] send to Vendor ] Show at Receipt

Done @ Internet F100% T
g Check Budget

[ save as Template

99 USD

=

2] Save&sunm\tl rSave & preview appmvals‘ ¥ Cancel Changes ‘ Find mare iterns

When you save favorites in eProcurement, only you are able to access them since they are saved under
your User ID. You can save items as favorites as you are creating a Special Request Requisition. You can
also add items to your Favorites list without saving and submitting your requisition. On the Review and
Submit page of creating a requisition, you can save your items by selecting them and choosing the Add
to Favorites button. You can then access your favorite items under the Favorites tab on the Add ltems
and Services page.

Worklist Add to Favorites

> eProcurement ~ Hel,
[> Buyer Center
— Create Requisition
— Manage Requisitions Edit Requisition
~ Approve Requisitions | — -
- Receive ltems ‘[‘ 1. Define Requisiti Es 2. Addtemsand Services B 3. Review and Submit ‘
-P Card Center -
— Reports Add lines ta the , specifying the yta procure each ftem or service
— Wy Profile Search: | @_Search
— Detail JobcodeiRole
Definition ~ f Favorites | Templates | Forms | Web | Special Request
Type [Description [Vendor Price Curr [uoM [aty
ATLANTS el |2
Description Qty UOM O %? Local Newspaper Ad ADVERTISING & 499.000 USD EA 1.0000 E‘Add
MARKETING INC
Local NewspaperAd 1 EA
Local Magazine Ad 1 EA [ selectAll/ Deselect All
[ + -
ot Lnes: N EY Add | [0 Delete from favorites
Total Amount (USD). 1,098.99 Review and Submit
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How To: Save an Item as a Favorite for Special Request Requisitions

From the PeopleSoft Financials Core system, select eProcurement in the menu.

Select Create Requisition.

Select the Special Item link.

For each line that you want to enter, complete the following steps (some fields may have been

completed through the requisition defaults — these defaults can be overwritten on this page if

Enter an Item Description

Enter the Price of the item

Enter the Quantity requested

Enter or select the Unit of Measure

In the Category field, enter or select the NIGP Code for the item

Enter or select the Due Date for the item

Enter or select the Vendor ID for the item if you have a preferred vendor

If you have any information that needs to be sent to the vendor, shown on the receipt,
and/or shown on the voucher, enter it in the Additional Information field and select the
appropriate checkboxes.

Select the Add Item button.

Confirm the Requisition Summary updated with your new requisition line.

To add an addition requisition line, complete steps 4a through 4k again.

Select the link 3. Review and Submit.

Select the line items you want to save as Favorite items with a checkmark.
Click the Add to Favorites button.

Click Close in the Confirmation popup box.

1.

2.

3.

4,

needed):

a.
b.
C.
d.
e.
f.
g.
h.
i.
j-
k.

5.

6.

7.

8.

9.

Your favorites are now saved. You can either continue creating the Special Request Requisition,

or you can exit the requisition by clicking another link in the menu or clicking the Home link.

How To: Add a Favorite Item to Special Request Requisition

1. From the PeopleSoft Financials Core system, select eProcurement in the menu.
2. Select Create Requisition.
3. Click the Favorites tab.
4. To add an individual favorite item, update the quantity and click its Add button.
5. To add multiple favorite items, select each favorite item with a checkmark, update the
quantities if necessary, and select the Add button.
6. Verify that the Requisition Summary updated with the new items.
7. To edit the information on a favorite added to a requisition, select the 3. Review and Submit
link.
a. Select the line item description link.
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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b. Update the item fields as necessary.

C.

Click the OK button.

8. Continue creating the requisition.

How To: Delete an Item from Your Favorites List

vk wN e

Select Create Requisition.

Click the Favorites tab.

Select the item(s) you want to delete with a checkmark.
Select the Delete from favorites button.

Special Request Requisition Templates

From the PeopleSoft Financials Core system, select eProcurement in the menu.

Working with Requisitions

In addition to saving favorite items for Special Request Requisitions, you can also create personal
templates for a set of items for Special Request Requisitions. Again, templates should only be created
for Special Request Requisitions and not for GeorgiaF/RST Marketplace Requisitions.

After creating a Special Request Requisition, but before saving and submitting it, you can name your
requisition. This requisition name will also be used as the Template Name. After providing a name,
select the Save as Template checkbox. All information that you entered for the requisition (except Due
Date if it is in the past), will be saved under the template. This includes Chartfields.

ORACLE’

= eFrocurement

I> Buyer Center

— Create Requisition
- Manage Requisitions
— Approve R it

Edit Requisition

— Receive ltems

1. Define R 2. Add ltems and Services \é, 3. Review and Submit

— Procurement Card Center

— Reports

— My Profile

— Detail Jobcode/Role
Definition

1 ||f| E;

Review the details of your requisition, make any necessary changes, and submit it for approval

Business Unit: Georgia Perimeter College
v

= Requester: Chapman Brian K *Currency:

Description Qty UOM
Local NewspaperAd 1 EA
Local Magazine Ad 1 EA

Total Lines:
Total Amount (USD).

2
1,098.99

0000400645

Requisition Hame: Priority:

Line

b1

Description

ATLANTA ADVERTISING & 10000 Each
MARKETING INC

Local Newspaper Ad 499.000 499.00 & 0>

v 2 ATLANTA ADVERTISING & Each

MARKETING INC

Lacal Wagazine Ad 1.0000 599,990 599,99 &

[ selectAlli Deselect All Total Amount: 1,008.99 USD

L Addtofavorites | [3Modiy Line / Shipping /Accounting | [l Delete |

Vorkiist

JustificationiComments
| | &

[ Send to Vendor

[[] Show at Receipt [] Show at Voucher

iwd Check Budget

Save as Template

Save & submit ‘ 2 Save & preview aunruvals‘ ¢ Cancel Changes ‘ Find more iterns

Add to Favories

To apply a Personal Template for a Special Request Requisition, you select the Templates tab. From
there, you can indicate the quantity and add the template of items to your requisition. You can then
make any necessary changes needed through the Review and Submit page.

eProcurement and GeorgiaFIRST Marketplace
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ORACLE’

-~ eProcurement ~ Help
> Buyer Center 1

— Create Requisition o
— Manage Requisitions Create Requisition
— Approve 8 = =
o fems ‘E‘ 1. Define isiti E!; 2. Add Items and Services & S Reviewlandloubmit |
— Procurement Card Center — —
— Reports Add lines to the requisition, specifying the information necessary to procure each item or senice.
— My Profile Search: | @ Search
— Detail JobcodeiRole
Nefinition bl Catalog | Favorites | Templates | Forms [ Web [ Special Request
- Description Quantity
Requisition Summary [+ 0000400779 1 EfAdd
There ar n this request
Review and Submit
Total Lines: 0
Total Amount (USD). 0

How To: Create a Personal Template for Special Request Requisitions

In PeopleSoft Financials Core System, select eProcurement from the menu.

Select Create Requisition.

Select the Special Request tab.

Select the Special Item link.

For each line that you want to enter, complete the following steps (some fields may have been
completed through the requisition defaults — these defaults can be overwritten on this page if

vk wNE

needed):
a. Enter an Item Description
Enter the Price of the item
Enter the Quantity requested
Enter or select the Unit of Measure
In the Category field, enter or select the NIGP Code for the item
Enter or select the Due Date for the item
Enter or select the Vendor ID for the item if you have a preferred vendor
If you have any information that needs to be sent to the vendor, shown on the receipt,
and/or shown on the voucher, enter it in the Additional Information field and select the

Snm 0 o0 o

appropriate checkboxes.
i. Select the Add Item button.
j. Confirm the Requisition Summary updated with your new requisition line.
k. To add an addition requisition line, complete steps 7a through 7k again.
6. Select the 3. Review and Submit link.
7. Input a requisition name that will also serve as the Template name.
8. To update a requisition line’s distribution information, click its Expand button and update the
information.
9. To update multiple requisition line’s distribution information, select the lines to update with a
check mark and then select the Modify Line/Shipping/Accounting button. Make the necessary
updates, which will update all selected lines.
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10. To enter a comment to an individual requisition line, click that line’s call out icon. Enter the
comments and select where you want the comment to appear.

11. Enter any justification or comments you wish to attach to the requisition in the
Justification/Comments field and select the appropriate checkboxes. Do not include any slashes
(/) in your comments.

12. Select the Save as Template checkbox.

13. Click the Save & Preview Approvals button.

14. Your template is now saved. You can continue with the current requisition by submitting it.

How To: Apply a Personal Template to a Special Request Requisition

In PeopleSoft Financials Core System, select eProcurement from the menu.
Select Create Requisition.

Select the Templates tab.

Enter the quantity of the template you wish to apply.

Click the Add button.

Select the 3. Review and Submit link.

Nous~wN e

To update a requisition line’s distribution information, click it’s Expand button and update the

information.

8. To update multiple requisition line’s distribution information, select the lines to update with a
check mark and then select the Modify Line/Shipping/Accounting button. Make the necessary
updates, which will update all selected lines.

9. To enter a comment to an individual requisition line, click that line’s call out icon. Enter the
comments and select where you want the comment to appear.

10. Enter any justification or comments you wish to attach to the requisition in the
Justification/Comments field and select the appropriate checkboxes. Do not include any slashes
(/) in your comments.

11. Click the Save & Preview Approvals button.

12. Insert any ad hoc approvers as necessary.

13. Click the Submit button.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
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Chapter 8: Desktop Receiving

For many items that are purchased, a receipt will be required before payment is issued by your Accounts
Payable department. The receiving requirement is set on purchase orders. By creating a receipt in the
system, your Accounts Payable Department can be sure that they are issuing payment for goods that
have been received.

Some requesters will have the responsibility of performing Desktop Receiving, which is creating a receipt
in the system. This receipt is tied into the Requisition, Purchase Order, and Invoice so that payment can
be issued. Without the receipt, the payment cannot be issued.

Not all requesters will have this responsibility. Some shoppers may be responsible for their own desktop
receiving. Check with your institution for your applicable business processes. If you do have the Desktop
Receiving responsibility, continue with this chapter to learn how to create receipts in the PeopleSoft
system.

Desktop Receiving

Desktop Receiving is a function within the eProcurement module. It is a simplified version of what your
Central Receiving department does on campus. Your Central Receiving Department will still be
responsible for creating receipts in the PeopleSoft system for assets and other items that need to be
inventoried. However, this eProcurement Desktop Receiving function will enable you to receive many of
the goods ordered through ePro Requisitions. You will need the proper security setup to perform
desktop receiving.

Desktop receiving is done through the PeopleSoft Core system, in the eProcurement module. On the
Receive Items page, all of your requisitions that have not been fully received will be listed. Through the
Receive ltems page, you will be able to indicate whether you have received the full quantity requested,
or just a partial quantity.
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Receive ltems

You have 3 lines open for receiving
Desktop Receiving should not be used for Receipt
and go to the Receive Form. of Assets. Request the appropriate staff on your
campus to create a PO Receipt instead

Receive Selected

¥
Personalize | Find | view 21l | L’.T|| HE First K 1-3 of 3 ] Last

Reguisition Lines to Receive Purchase Order D etails

Reg BU Requisition Item Description

TotReqg Accepted uom

atyAmt topate | LOM |ShioTo Vendor

Light, Task; Salisbury: Arc flash: Task light kit: For FISHER-
40000 0000400711 yce with 5YGKT or EYGKZ. Standards NFPA 70E. ' 0 EA RECEVING ¢t 001
Light, Pulsator: Strobe beacon: Federal Signal Corp: FISHER-
[ 40000 0000400711 | Aber fight- 2 flashes 10 joulss: 12-48 VDC._8 1 0 EA  RECEIVING -1 001
FT24 Timer. Digital: Cooper-Atkins: 24 Hr. timer: FISHER-
[C] 40000 0000400711 Large LCD display: With alarm and an additional re 1 0 EA  RECEIVING CAT-001

Check All Clear All

Inguire Receipts

Inquire Return to Vendors

On the Receive Form, you will indicate the Receipt Date and how many you received.

Receive ltems

New Receipt
*Business Unit: !400[]0 Q

Receipt Status: Cpen

*Received Date: |01/08/2014 [

Reject Shipment

-]
Personalize | Find | View Al | E‘| B First n 10f1 D Last

Line |Htem Id Item Description Qty uom aty ’7’7

1 Light. Task: Salisbury: 1.0000 @ EA Q 10000 @ >

Save Receipt |

Inguire Receipts
Add Mew Receipt  Inguire Return to Vendors

Once you save your receipt, the system will generate a Receipt Number. This Receipt Number will be
tied into the Requisition number, Purchase Order number, and Voucher number.
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Receipt Saved Successfully

You have saved receipt # 0000402629 containing the following items:

ltem Description Received Oty Reject Oty Accept Oty

Light, Task; Salisbury; Arc flash; Task light kit;
For use with 5YGK1 or 5YGK2; Standards
1 NFPA 70E; Includes Clip; Tested to ASTM 1.0000 1.0000
F2178 and NFPA standards; Black/orange;
1/EA FLKIT

Heturn to Manage Requisitions ~ Return to Receiving

How To: Create a Desktop Receipt

1. Loginto the PeopleSoft Core system.

2. Select eProcurement in the menu.

3. Select Receive Items in the menu.

4. Location the Requisition Line Item you need to receive.

5. Select the requisition by placing a checkmark in its Select box (or to receive all line items,
choose the Check All button).

6. Select the Receive Selected button.

7. If needed, change the Received Date. By default, the current date will be listed.

8. Inthe Received Qty field, enter the quantity received.

9. To review details about the actual purchase order, select the Details... icon.

10. To attach comments to the Receipt, select the Comments icon.
a. Here you can indicate the condition and input a comment if needed.
b. Do notinclude any slashes (/) in your comments.

11. Click the Save Receipt button.

12. Your Receipt Number will be listed on the “Receipt Saved Successfully” page.

If you have a Requisition line item that you previously received a partial quantity for, you will still be able
to go back to this same page and receive additional quantities.
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Chapter 9: Requester Notifications

In order to help you manage requests for goods, the eProcurement and GeorgiaFIRST Marketplace
systems employ the use of automatic emails to provide notifications to you throughout the process.

Reguester Notification #1: You have been assigned a shopping cart

The first notification that you will see is when a shopping cart has been assigned to you. After a Shopper
has built a GeorgiaF/IRST Marketplace cart and assigned it, the system notifies you via email. In that
email, you will also see any comments attached to the shopping cart by the shopper.

{ '3?3\." = @« ¥ |5 A GeorgiaFirst Marketplace shopping cart has been assigned to you - Message (Plain Text) - O x
- Message Adobe PDF (7]
S 3 il 1 HFind £
i i Dm- x b |y [ % Safe Lists - ? E i
SRS R === & =" 59 | 2y pettea- | S0
Reply Reply Forward R, Call ~ Delete Move to| Create  Other Block ot Junk Categorize Follow Mark as Send to
to All Folder~' Rule Actions~ || Sender - Up~ Unread | W Seled = OneMote
Respond Actions Junk E-mail F] Options {F] Find OneNote
Extra line breaks in this message were removed.
From: suppart@sciquest. com Sent: Mon 1/24/2011 8:19 AM

To:
Ce
Subject: A GeorgiaFirst Marketplace shopping cart has been assigned to you

| v

Re: A shopping cart has been assigned to you Cart Name: 2011-81-24 48SHOPPER-SS 81 Prepared for: Vickie Williams Prepared by: Evelyn Blanch-
Payne

Dear Evelyn Blanch-Payne

A GeorgiaFirst Marketplace shopping cart has been assigned to you by Vickie Williams (teresa.piazzafusg.edu). The GeorgiaFirst Marketplace
shopping cart can be accessed for review in "Draft Carts” or by selecting the URL below.

https://usertest.sciquest.com/apps/Router/CartList?AuthUser=657084&tmstmp=1295875152613

If applicable, the user has submitted the following additional comments:
Please split between Dept 7018201 and 7018428, 5 cases for each department

If you have any guestions with regard to this shopping cart, please contact yourGeorgiaFirst MarketplaceSupport Team.

Support Team Contact Information:
+1 (404) 656-2456

Reguester Notification #2: Your Requisition Has Been Approved

If you are listed as the Requester on either a Special Request Requisition or a Marketplace Requisition,
you will also receive an email notification once your requisition has been approved. Depending on your
institutional setup for approvals, your requisition may be approved by one or more individuals. Once the
last approver has approved your requisition, the system will notify you via email that your requisition
has been fully approved.
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"7_;‘-_ = @ ¥ |7 Requisition ID "0000400007" Business Unit "Georgia Gwinnett College” Has Been "Approved” - Message (Plain Text) - B2 X
) =
- Message Adobe PDF L7
T 3 ™| B | 3 Find E )
i i 2 - x g Sy j_l % Safe Lists ~ g I3
4l 3R = & = ¥ X 3 reatea~ | B
Reply Reply Forward @ (gl - Delete Moveto Create Other Block laot Jun Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ | Sender - Up~ Unread | kW Select~ OneMote
Respond Adtions Junk E-mail £} Options ) Find OneNote
From: #® teresa.piazza @usg. edu Sent: Tue1/25/2011 11:37 AM
Ta: # Teresa Piazza
Ca
Subject: Requisition 1D "0000400007" Business Unit "Georgia Gwinnett College” Has Been “Approved”

kl

The following requisition has been "Approved" and is currently pending budget check. After successful budget check, the requisition will be =
sourced to a Purchase Order and Dispatched to the Vendor.

Requester: 4BREQUESTER

Business Unit: Georgia Guwinnett College
Requisition ID: 880840880687

Requisition Mame: Swim Team Items 2811
Date: 2011-81-24

You can navigate directly to the approval page for more information by clicking the link below.

http://rock.bor.usg.edu:9438/psp/SCITEST/EMPLOYEE/ERP/c/PV MAIN MENU.PV REQ APPROVAL.GBL?Mode=U&BUSINESS UNIT=48868&REQ ID=888848086887

-

Once your requisition has been approved, it will then be available for further automatic processing such
as budget checking and sourcing into a purchase order. It is then dispatched to the vendor for order
fulfillment.

Likewise, if your requisition (or a requisition line) is denied, you will also receive an email indicating this.
If your Shopper receives notification that a requisition has been denied, they have been instructed to
forward the message to you. Denied requisitions can be edited and resubmitted when necessary.

Notification #3: Your Requisition Items Need to be Received

Once your requisition has been turned into a purchase order and dispatched to the vendor, the vendor
can then fill your order. In addition to sending you the purchased items, the vendor will send an invoice
to your Accounts Payable department for these items. Before Accounts Payable can pay an invoice, it
will check to see if the items you purchased require a receipt before payment can be made. If a receipt is
required and has not been entered into the system yet, you may receive an email indicating that you
need to “receive” your items in the system.

Please note: You should not “receive” an item in the system unless you have actually received it. Do not
enter a receipt just because you get this email. This system is in place to ensure that the institution only
pays for goods that it receives.
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Chapter 10: Searching for Items in the GeorgiaFIRST
Marketplace

As a Requester, there may be times when you need to create your own shopping cart in the
GeorgiaFIRST Marketplace to pull into a requisition. In addition, you may need to occasionally edit an
assigned shopping cart that you are working with. In order to effectively look for items in the
GeorgiaFIRST Marketplace, you need to know how to use its search functions. Within the GeorgiaFIRST
Marketplace, there are many ways that you can search or browse for items. In this chapter, we will
review most of the search methods. However, after using the marketplace for a while, you will find the
way that you are most comfortable.

Before we discuss what search options are available, let’s take a minute to review what is available to be
searched. First, GeorgiaFIRST Marketplace has “hosted catalogs”. A hosted catalog is an online version of
a supplier’s printed catalog. Hosted catalogs contain product data and details, along with pricing
information for each item. When you perform a product search, the products in all of the hosted
catalogs are searched.

Second, there are “punch-out catalogs”. Punch-out catalogs are integrated external links to a supplier’s
web-based catalog. The Shopper enters the punch-out supplier’s website through the GeorgiaFIRST
Marketplace to search and select products from that supplier’s web catalog (i.e., Dell’'s Government
Catalog). The shopper then returns the items to the GeorgiaF/IRST Marketplace shopping cart. Punch-out
catalogs still maintain items and pricing specific to the University System of Georgia. In some cases,
items and pricing in a punch-out are also specific to each institution.

Third, there are “self-managed” catalogs. These catalogs function very similarly to hosted catalogs, but
the items and pricing are managed by the institutions, the University System Office, and the System
Admin.
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Using Simple (Basic) Search

GeorgaFrst Marketpiace

Shop  Everything _'jl Enter Search Keywords Here| E

Go to: advanced search | favorites | quick order  Browse: suppliers | categaries | contracts | chemicats

Welcome to the GeorgiaFirst Marketplace site. Pleose see Lab Supplies
below for imporfant notes and updates:

Office Supplies and Computers

=D [ 12 | — == - L
Cemputers (SWCD0814)

Computers an d Servers

MRO / Facilities

S

Grainger Contract
S FETRFEN)

Books and Media

My Resources
phone: +1 (678) 891-3225
Site Map

A simple search is similar to a “Google” search, where you enter a word, phrase, or keyword into a single
text box for searching. By using a simple search, you can get results from hosted catalogs, self-managed
catalogs, and contracts. Simple Search displays when you enter the GeorgiaF/RST Marketplace. With the
Simple Search feature, you can search through everything or you can search by product category. By
default, the search will occur across all product categories (“Everything”). All of the words that you enter
in the keyword textbox must be found in the items displaying in the product search results. After
entering the keywords, click the “Go” button or press “Enter” on your keyboard.

When performing a simple search, the system looks through many different things in order to find the
most relevant search results. This includes looking through Keywords and Item information.
GeorgiaFIRST Marketplace System Administrators enter keywords to help guide users to the correct
contract, supplier and favorite items. Item Information includes the following:

e Product Description

e Product Category/Sub Category

e Supplier (Vendor)

e Manufacturer Name and Manufacturer Part Number
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e Unit of Measure/Product Size

e System Packaging and Size

e Alternate Name and Alternate Part Number(s)
e C(lient Catalog #

e Color

e Common Name

e MDL Number

e Molecular Formula

e Radionuclide

e UPC

One way to narrow down your search results is to only search in a particular product category. Searching
by category helps reduce the number of products from appearing in the search results by filtering out
those not in the selected category. When shopping by category, the data being search is limited.
Available categories may vary by institution depending on the suppliers and items enabled. The Product
Categories that you may see include:

e Lab Supplies: Products used in various research environments (i.e., reagents, glassware,
analytical equipment, etc.)

e Maedical/Clinical Supplies: Includes medical, surgical, clinical and dental products (i.e., gauze,
needles, dental equipment, etc.)

e Office: Office supplies and consumables (i.e., files and folders, desk supplies, writing
instruments, etc.)

e MRO/Facilities: Products related to maintenance repair and operation (i.e., tools, hardware,
janitorial supplies, etc.)

e Furniture: All furniture products (i.e., desks, chairs, shelving, etc.)

e Services: Service-related items (i.e., lab services, legal services, training services, etc.)

e Manufacturing/Engineering: Major equipment purchases (i.e., Construction equipment, HVAC
equipment, Pharmaceutical equipment)

e Books and Publications: Hardcopy documentation spanning all topics and interests (i.e., Books,
Manuals, Magazines, etc.)

e Electronics/IT/AV: All electronic or computer-related equipment (i.e., computer
hardware/software, AV equipment/accessories, communication equipment/accessories, etc.)

e Specialty: Miscellaneous Products (i.e., Sporting equipment, Clothing materials, Musical
instruments, etc.)

e Food/Food Equipment: All food-related items (i.e., Commercial food preparation, storage, and
serving equipment, Food consumables and supplies, Kitchen equipment, etc.)
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Home | Workdsi || AddioFavortes | Sgoow
avorkes  Main Menu Georgairst Markatplce

W Shop  Shopping  Dushboard  Shopping Home

[ Shop  Everything =] Enter Search Keywords Here
E Lab Supplies | quick order  Browse: supplérs | categones | contracts | chemicals
Medical/Clinical

Welcome to the GecrglaFirst Marketplace slte, Pieate tee beiow for La Ofice/Computer

portant i peier MROFacilities

Viie hawe cver 80 suppllens in the GeargiaFirst Marketplace. Ta access Furniture

supplers thet do net have sons in the showease 1o the night, enter the Services

product ar sapplier name in the ShaprSearch bar at the tog and dick Supplies Manager
. Manufacturing
Books
Electrenics =
Specialty e ;
Food/Food Equipment

[ == = -l

MRO / Facilitles ?

Geainges Contract SWCI2M- .—M
1234

Books and Media 1

Cpre

My Resources
phone: +1 (678) 891-3325
Site Map

It is recommended that when searching for an item, you first search by product category. If you do not
find what you are looking for, then search “Everything.”

Once your search results are retrieved, you can use the filter options to further refine your results.
Primarily, you can use the filter options for “Custom Attributes” to see those items on a state contract,
agency contract, etc.

How To: Perform a Simple Search

1. Start From the GeorgiaFIRST Marketplace home/shop page.

2. Select the appropriate Product Category (optional).

3. Enter one or more keywords.

4. Press the Go button.
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Using Advanced Search

By using Advanced Search, you are able to enter additional criteria to generate more specific search
results than with Simple Search. The search criteria available depends on the product category selected
and includes custom catalog attributes to identify contract type. By default, once you open the
Advanced Search function after entering the GeorgiaFIRST Marketplace, it will remain open for
subsequent searches, for the remainder of the shopping session.

Favortes  Mam Ménu GeargaFrss Marketplce

Shop  Everything :Zl Enter Search Keywords Here] E
Go to: advanced search | favorites | quick order  Browse: suppliers | categories | contracts | chemicals
Welcome to the GeorgiaFirst Marketplace site. Please see Lab Supplies 2
below for imporfant notes and updates:
We have over 80 in the Jiafirst Marketplace,
To access supphers that do not have icons in the showcase (2]

to the right, enter the product ar supplier name in the
Shop/Search bar at the top and chek “Go®,

Office Supplies and Computers

s— == | cowg)

Computers and Servers Cemputers (SWCD0814)

MRO / Facilities T

Grainger Contract —M

S FETRFEN)

Books and Media 7

My Resources
phone: +1 (678) 891-3325
Site Map

To access Advanced Search, select the Advanced Search link from Simple Search (Shop at the Top).

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2014

76



% eProcurement & ",

GeorgiaF/RST Marketplace s Searching for Items

Home | Workist || AddtoFavertes |  Sign out
Favorites in Menu > GeorgiaFirst Marketplace

Teresa Page w | f | Action Items [1] | Notifications | W 0,00 USD | @

W Shop  Shopping  Dashboard  Shopping Home  Heme/Shop

Advanced Search | Everything E simple search

Find Results That Have:

All of These Words Fnter Search Keywords Here Vendor

Part Number (SKU) Manufacturer Name
‘Other Options

Exact Phrase Exclude Words

Any of These Words
Custom Attributes

1-Mandatory State Contract By
2-Agency Contract gy
3-Statutory Mandatory
4-Convenience State Contract
5-Preferred

N e |

m Hide Advanced Search on search results [

Go to: simple scarch | favorites | quick order  Browse: suppliers | categories | contracts | chemicals

Welcome to the GeorgiaFirst Marketplace site. Please see Lab Supplies ?
below for important notes and updates:

‘We have over 60 suppliers in the GeorgiaFirst Marketplace.
To access suppliers that do not have icons in the showcase ®ld—-

to the right, enter the product or supplier name in the
ShopySearch bar at the top and click "Go™.

Office Supplies and Computers ?

[ocLL RN L1 [R— == - oD
Computers and Servers Computers (SWC20814)

When using Advanced Search, proper usage of the search criteria fields makes a huge difference in
terms of the quality of search results. Users should take the time to understand how each of these fields
work. Keep in mind that the search criteria fields available in Advanced Search are dependent on the
product category selected.

Search Description

Criteria Field

All of These This field functions in the same way that Simple Search does. Only products containing
Words ALL the word entered in this field are returned in search results. The words do not

need to be in the same order as listed, but all words must be found in the item data or
keyword data.

Part Number  Enter the catalog number or SKU (Stock Keeping Unit) for the required product(s). This
(SKU) may be the distributor’s SKU or the manufacturer SKU.

For best results, the entire SKU should be entered. A partial match on part number
returns the closest matching or similar results. This is a “begins with” match and at
least four characters must be entered.
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Search
Criteria Field

Description

If multiple strings of text are entered (i.e., “123 456 798"”), then all components of that
string must be present in the part number for the item to be returned. For example, if
“123 456 789" is entered into Product Search, the part numbers “123-456-789” and
“123-456-789-000” would be returned, and “123-456” would not.

When the Part Number field is used as part of the search criteria, only those fields
related to the Part Number for items are searched. This includes Supplier Part Number,
Manufacturer Part Number, Alternate Part Number, Client Catalog Number, and
Custom Catalog Number.

CAS No.

This search field is available in the Laboratory Supplies category only. CAS numbers can
be entered in any format using numbers, brackets, braces, parentheses, and dashes
(any other characters are stripped). The search engine will convert the entered value to
the appropriate format to return only products with the entered CAS number. Enter
multiple CAS numbers to find all chemicals with matching CAS numbers. Note: The
entered CAS No. is checksum validated to reduce errors.

Product Class

This field is only available for Lab Supplies and provides a more detailed level of
categorical search.

Product Size

Enter the units for the product size and select the dimension of the units from the pull-
down menu. For example, enter “500” for units and select “mL” from the pull-down for
a product size of 500mL. This is available only in the Lab Supplies category.

Supplier Enter the beginning of a supplier’s entire name to find products from all suppliers that
Name include the terms as part of their name, or begin typing and select from the drop-down
list of suppliers to see products from a single specific supplier. When the Supplier
Name field is used as part of the search criteria, only the supplier name is searched.
Manufacturer To find products from a specific manufacturer, enter the name of that manufacturer
Name here. Search Results will include products from all suppliers who have identified the

manufacturer in the product information provided to the GeorgiaF/IRST Marketplace.
Enter multiple manufacturer names to limit results to a set of certain manufacturers.
Only the manufacturer field is searched for matches.

Exact Phrase

Products containing the exact words in the ordered entered are returned. This is a very
powerful search strategy if you know the precise way in which a supplier presents its
information. If you are unsure — and looking for results from multiple suppliers —it is
recommended that you use “All of These Words” option instead.

Exclude Products including any of the words entered in this field are excluded from Search

Words Results. Another search field must be used when using the exclude function. For
example, you may be looking for all glove options that are not small or medium. You
could enter “latex gloves” in the “must include the words” field and “small medium” in
the “exclude the words” field.

Any of These Search results will include products containing any of the words entered in this field.

Words Products containing more than one word appear higher in search results than products

eProcurement and GeorgiaFIRST Marketplace
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Search Description
Criteria Field

with only one. Keep in mind, the search results will not be as targeted as using the
“must include the words” field.

You can also narrow down your results by using the Custom Attributes. These Attributes include:

e Mandatory State Contract

e Agency Contract

e Statutory Mandatory

e Convenience State Contract
e Statutory Preferred

Once your search results are retrieved, you can use the filter options to further refine your results.
Primarily, you can use the filter options for “Custom Attributes” to see those items on a state contract,
agency contract, etc.

When executing your search, select the “Hide Advanced Search on search results” checkbox if you would
like the advanced search box to collapse and show the Simple Search after displaying results. To go back
to using Simple Search, select the “simple search...” link.

How To: Perform an Advanced Search

1. On the GeorgiaFIRST Marketplace home/shop page, select the advanced search link.

2. Select a Product Category in the Advanced Search drop down list.

3. Inthe Find Results That Have: section, use one or more of the following options:
a. All of These Words

Supplier

Part Number (SKU)

Manufacturer Name

CAS No. (Laboratory Supplies Category only)

Product Class (Laboratory Supplies Category only)
g. Product Size (Laboratory Supplies Category only)

4. Inthe Other Options: section, use these additional fields as necessary:

R ]

a. ExactPhrase
b. Exclude Words
c. Any of the Words
5. To search for items for a particular contract type, select the checkbox next to the appropriate
custom attribute/contract type.
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a. For example, initially perform the search with Mandatory State Contract selected. If the
search does not return the required item, repeat the search with Agency Contract
selected.

6. Click the Search button
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Search Result Details

Search results display below the Simple and Advanced Search.

W shop  Shepping  Dishboard  Shagping Home

Advanced Search | Everything = timple saatch

Find Results That Have:

&ll ot These Words Jrash bt vendor

Part Number [SKU) Marufacturer MName
Other Options

Exact Phrase Exclude Words

Ay of These Wards

Custom Attribirtes
1-Mandatory State Contract By
2-Agency Contract &y
3-Statutary Mandatory
A-Convenience State Comtract %
S-Preferred

| Search | Hide Advanced Search on search resutts [

GoNoc timphe raurch | faverdet | Suick rder Ubowses tuggiiere | eategoriet | contracts | chembtale
Results for: Fuerything  fiach ight

Add Keywords T Rewdtsperpage 20 [=] Seart by Hest Match =l 4liage 2 [lotmis] 2
m Strobe Light, Flash Strobe Light, 120V AC at 50/60 Hz Operating Valtage, 0.1 Ampere Operating Current, Xenan Lamp, 24570 (
Light Intensity 1400 CD, Flash Rate 65 FPM, Poﬂyurl‘lul\l“l ({Lens, Dome], Lens Color Red, 1/2 Inch NPT CONDUIT/4 Inch EA
Dmgml Box Mounting, 5 /r raytar 1 [ Adid b st | 7}
e Rt 3 add favorite | compare
By Custom Attribute pam
2-Agency Contract (1) ;,
Strobe Warning Light, Flash Strobe Light, 120V AC Operating Voltage, 0.6 Ampere Oporating Current, Light Intensity 43120
By Product Flag 1000 CP, Fiash Rate B0 FPM, nmm mumlmm Base, Lens Color Blue, 1/2 Inch Pipe Mounting, NEMA 3R, IP45, Size EA4
Gren 4] 4 5.7 Inch W x 8-1/2 Inch H, from Grage 1
x ¥ add favorite | compare.
By Vendor 13
Fisher Scientific 104)
Gaminges, Inc. (117) Warning Light, Double Flash Strobe Light, 120V AC at 50/60 Hz Operating Voltage, 0.6 Ampere Operating Current, 1,192.25 150
Geagbar, I, (474] Light intensity 1000 CP. Flash Rate 80 Double FPM Pulynmonm Dome, Die Cast Aluminum Housing, Neoprene EA
HO Supply Faciities Maintenance (41) G-dm, Lons Color Blue, 1 Inch Plpe from & i
Seunhern Computer Wasehouse (16} mese Vad woce] coempaes

- , urer Info

e 1) Strobe Warning Light, Flash Strabe Light, 12 to 24V DC Operating Voltage. 2.75 to 1.25 Ampere Operating Current, 44183
yehes [ Light Intensity 1000 CF, Flash Mo SOFPM Ancdized Aluminum Base. Lens Color Amber, 1/2 Inch Pipe Mounting. Ei
Carnesa flathes or lighting (16) Mma 3R IPAE. Size 5.7 Inch W i A -

Clocks @) ber
Control indiceting and signaling
devaces (4)

add Lmcerte | covmpare

Here are the detailed explanations for the Search Results user interface:

Search Results Description

Search Listing By default, items and recommended services, suppliers, etc., are presented in
the Best Match “Order”. Hosted products are displayed with an image (if
available), along with product description and product detail information.

Showing After the search is performed, you can see how many items are displayed
from the overall total of results.

Sort By After the search is performed, you can choose to re-sort the data by part
number, product description, price, etc.,

Refining the Search GeorgiaFIRST Marketplace allows you to filter the search results by adding

through Keywords additional keywords into the “Add Keywords” field, found on the left side of

the screen.
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Search Results Description

Refining the Search GeorgiaFIRST Marketplace allows you to filter the search results by selecting

through Filters specific suppliers, product categories, supplier classes, manufacturers, units of
measure, product flags, or custom attributes (contract type). These filter
options are found on the left side of the screen.

Icon Definitions Custom Attributes (used for contract type, supplier classes, and product
attributes are identified with icons below the product description. An item-
specific legend is provided for product flags and supplier classes in the

appendix.
Comparing Items in From the search results, product details can be compared to determine which
Search Results one should be ordered. This function is explained more in depth in the next
chapter.
Access Additional To change the number of items displaying per page, select the appropriate
Pages and Changing option from the “Items per page” drop-down at the top or bottom of the
Items per Page search results. To view items on a different page, use the arrow buttons or

select a specific page number. This information is displayed above and below
the search results.
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Filter Results ?

By Custom Attribute
2-Agency Contract (164) 4u

By Product Flag
Recycled (2) &%

By Supplier Ti-
Grainger (21)

Office Depot (87)

Staples (77)

By Category A
Binder or bulldog clips (34)

Clasp fasteners (1)

Clip holders or dispensers (26)
Desktop trays or organizers (6)
Folders (1) more...

By Packaging UOM Tg.
BG (1)

BEX (30)

1/BX (8)

12/BX (5)

24/BX (1) More...

By Result Type
Froducts (185)

By Manufacturer Name Tg.
3M CORPORATION (1)

ACCO (24)

ADVANT (9)

APPROVED WVENDOR (8)
Baumgarten's (3) More...

Filtering Results

In addition, you can apply multiple filters
under one filter option by selecting the add
filter... icon (funnel with green plus sign). By
selecting the add filter...icon, you can choose
more than one filter option. Simply select the
options you want through their checkboxes
and then click the Filter button.

Searching for Items

Once you have searched for an item, you can use the Filter Results

section on the Search Results page to further narrow down your results.

After performing a search, you will see the Filter Results section appear,

where you can filter by Custom Attribute (contract type), Product Flag,

Supplier, Category, Packaging UOM, Result Type, and Manufacturer

Name.

To apply a single filter, simply click on
the option. To see additional options
under a filter, select the more... link.

[~ Binder or bulldog dlips (34)
[~ Clasp fasteners (1)

I~ Clip holders or dispensers (26)
[~ Desktop trays or organizers ()
[~ Folders (1)

[~ Paper clips (107)

eProcurement and GeorgiaFIRST Marketplace
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By Custom Attribute
2-Agency Contract (164) gu

By Product Flag
Recycled (2) £%

By Supplier Tﬂ-
Grainger (21)

Office Depot (87)

Staples (77)

By Category %
Binder or bulldog clips (34)

Clasp fasteners (1)

Clip holders or dispensers (26)
Desktop trays or organizers (&)
Folders (1) less...
Paper clips (107)

Paper or pad holder or dispensers (1)
Pen or pencil holders (1)

Report covers (4)

Self adhesive fasteners (2)

Wall or board clips (2)

Filter By Category

[~ Paper or pad holder or dispensers (1)
[~ Pen or pencil holders (1)

[~ Report covers (4)

[~ self adhesive fasteners (2)

I~ wall or board clips (2)

Filter cancel
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Filter Results ?

By Custom Attribute
2-Agency Contract (131)

By Product Flag
Recycled (2)

By Supplier Te
Grainger (10)

Office Depot (65)

Staples (66)

By Category Y
Showing only resulis matching:

Binder or bulldog clips (34)
Paper clips (107) show all...

Over the next few pages, we will detail how to search using other methods.

Searching for Items

If you want to remove a filter, click the remove selected filter icon

(funnel with red minus sign).

eProcurement and GeorgiaFIRST Marketplace
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Searching from the Purchasing Showcase

The Purchasing Showcase is an area where specific suppliers are highlighted. Suppliers listed in the
Purchasing Showcase may or may not have an icon attached to their name. Additionally, suppliers can
have a caption indicating what the supplier offers or what special discounts they have or the contract
number.

GeargaFrss Marketplce

Page v W  Action terms [T] | N

Shop  Everything j Enter Search Keywords Here] E
Go to: sdvanced search | favorites | quick order Browse: suppliers | categories | contracts | chemicals
Welcome to the GeorgiaFirst Marketplace site. Please see Lab Supplies 2
below for imporfant notes and updates:
We have over 80 in the Jiafirst Marketplace,
To access supphers that do not have icons in the showcase (2]

ta the right, enter the product o supplier name in the
Shop/Search bar at the top and chick "Go”.

Office Supplies and Computers

s— == | cowg)

Computers and Servers Cemputers (SWCD0814)

MRO / Facilities T
=
Somger Contrsct S
SWC1234-1234
Books and Media 7

My Resources
phone: +1 (678) 891-3325
Site Map

How To: Search from a Showcased Supplier

1. From the GeorgiaF/IRST Marketplace home/shop page, click on the Supplier name or icon in the
Showcased Suppliers section. A pop-up displays that indicates how you can shop from the
supplier. The options include a simple search. Depending on the system configuration, search by
contract type may be available for some suppliers.
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- Shop

Shopping

Dashboard

Shopping Home Ho

Shop |Everything

[=]

Teresa Page ¥ *

Welcome to the GeorgiaFirst Marketplace site. Please see
below for important notes and updates:

We have over 60 suppliers in the GeorgiaFirst Marketplace. To
access suppliers that do not have icons in the showcase to the
right, enter the product or supplier name in the Shop/Search

bar at the top and click "Go".

Go to: advanced search | favorites | quick order Browse: suppliers | categories | contracts | chemicals

Lab Supplies

[update message]

= Search
€ - punch-out

Fisher Scientific |

Fisher Scientific view info...

[peLL

Computers and Servers

Computers (SWC90814)

@) officeMax

Enter keywords in the Search field and click the Search button.

The Search Results will appear and be formatted just how Simple Search and Advanced Search

displays.

W shop  Shopping  Dashboard

Add Keywords

Filter Results

Where are my counts?

By Custom Attribute
1-Mandatory State Contract Ty
2-fgency Contract

By Vendor

Showing only results matching:
Fisher Scientific

By Catagory

Air Monitors

Chemical resistant gloves
Clamps and Holders
Cleanroom apparel

Disposable Coats/Jackets

By Packaging UOM

(=]

$hopping Home

Shop Everything

j gloves

Go to: sdvanced search

?  Results perpage 20 [=]

e

larger image

2

larger image

Disp

Gloves, Exam; Kimberly-Clark; Nitrile; Beaded cuff; Powder-free; Ambidextrous; Single-use;

Fisher Sci

favarites | quick order

Results for: Everything : Fisher Scientific + glaves

ific

Sortby: Hest Match

Showing 1 - 20 of 4000+ results What does "+* mean?

Browse: suppliers | categories | contracts | chemicats

Color: bBlue; Smooth finish; Overall length: 9.5 in. (24em); Fingertip thickness: 6 mil;

Medium; 100/PK N330 from Fisher 5¢

i

o

Gloves, Nitrile; Ansell; Touch N Tuff: Teal; Powder-free; Chemical-resistant; Unsupported;
osable; 5 mil; 9.5 in. long (24cm); Size: Large; 100/PK 92 600 L 585836

alpsge 1 [z]ef200(s) 2
9.99
PK

L i to Cart v |

add favorite | compare

9.99

PE
TS #: to coct [ ]

add favorite | compare

9,99

Gloves, Exam; Kimberly-Clark: Nitrile; Beaded cuff; Powd:

Color: blue; Smooth finish; Overall length: 9.5 in. (24cm); Fingertip thickness: 6 mil; Large;

100/PK N440 from Fisher Scientific

PK

L i to Cart v |

add favorite | compare

From these search results, you can narrow down your results by using filter options, re-sorting

the results, or adding additional keywords.

eProcurement and GeorgiaFIRST Marketplace
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Browse by Supplier

The “Browse by Supplier” functionality is much like using a table of contents from a paper catalog. Once
the desired chapter is found (product category), a single click takes you to all of the products provided
by that supplier in that selected category. This functionality is different than selecting a specific supplier

from the Showcase or through Punch-outs.

Home | Workist || AddtoFavortes |  Signout

Favorites = Main Menu > GeorgiaFirst Marketplace
- : -

Teresa Page ¥

o | Action Items [1] | Notifications | ™ 000USD | Q

W Shop  Shopping  BrowseBy  Suppliers ¥

"] Search For Vendor : back to $h0p..
Vendor
Vendor Type All IZ|

Showing 1 - 20 of 239 results

Results per page |20 |Z| Sort by: Best Match |Z| 4| Page |1 E|of12 *| legend 7

Vendor Name Type Preference Vendor Name Type Preference

1st Coast Printing

3 Order 2 Remit 2 bus and fax
A Legendary Event

A&D Painting. Inc

A, Daigger & Co.

ABC Sign Group

Ace Glass Inc.

Activate the Space

Adrenalin Powerports, Inc.

Advanced Backflow Technologies

Results per page |20 |Z|

OODOoDEO0 OoOoOooOAO

Advanced Business Supplies

Agilent Technologies, Inc.
Airgas South

Airgas South

All Star Screen Printing LLC
Allgood Pest Solutions
Alligare, LLC
Allmond,5arah E

American Fadility Services

AMERIPRESS

o

E O

OODooooao

<|Page|1 [=]of12[»

How To: Browse for Items by Supplier

1. From the GeorgiaFIRST Marketplace home/shop page, select the Browse: suppliers link.
a. By default, all suppliers display. Suppliers are listed in alphabetical order with
preference suppliers displaying first.

2. To search for a specific supplier, click on the expand icon (+) to the left of “Click to expand
Search for Supplier Filter.”

3. Toview all suppliers click the Search button.

4. To search by supplier name or supplier information, enter the appropriate information in the
Supplier Name field. The supplier search allows for a “contains” name search.
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5. From the Supplier Type drop down list, select to view Hosted Catalog Suppliers.

6. Click the Search button.

7. Select the supplier from the results by selecting the Supplier Name. The supplier information
and categories display.

8. From the supplier category page, select the desired product category by clicking on its name or
the expand icon (+) next to its name.

9. Continue drilling down into the categories until you locate the sub-category that you would like
to view.

10. Final sub-categories (with items) are indicated with the word “view” next to it. Click the view
button to view the items for the supplier in that particular category. You will be taken to the
Search Results page, which is formatted like all other Search Results pages.
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Browse by Category

The “Browse by Category” functionality is similar to the “Browse by Supplier” functionality. The main
difference is instead of viewing one supplier’s table of contents, all supplier tables of contents are

shown. Using this functionality is equivalent to opening numerous paper catalogs from many suppliers
to the same section.

Browse by Category provides a quick way to locate all item, across all suppliers, in a certain category.

Home | Workist || AddtoFavorites |  Signout
Favg’itas MainvMenu » GeorgiaFirst Marketplace

TeresaPage v | ¢  ActionItems [1] | Notifications = '™ 0.00USD | Q

(1]
L B woshop  Shopping  BrowseBy  Categories ¥

Categories ?

Category Search back to shop...

"l ® JiLab supplies
E ff=Medical/Clinical
= ﬂ/Ol’fi:elCumpuler
B § MRO/Facilities
= ;‘ Furniture
= QSErvin:es
= O‘Supplies Manager
=] i Manufacturing
@ [JifjBooks
& 7 Electronics
= "iZ'Spe:ially
= HHanlennd Equipment

How To: Browse for Items by Category

1. From the GeorgiaFIRST Marketplace home/shop page, select the Browse: categories link.

A full list of available categories, across all hosted catalogs is presented. This represents your full
table of contents.

3. Use the expand (+) and collapse (-) buttons to drill down to the category of your choice.

4. Final sub-categories (with items) are indicated with the word “view” next to it. Click the view
button/link to view the items in that particular category. You will be taken to the Search Results
page.

5. On the Search Results page, all items in the selected category are displayed from all suppliers.
Use the filter results to narrow your search results down even further.
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Using Product Comparison

Side-by-side comparisons are a good way to determine which product is best suited for a particular
need. The Compare function allows the selection of two or more products to do a direct side-by-side
comparison of the product attributes of each. Products found across multiple pages of search results can
now be compared to one another. Keep in mind that the product comparison feature can only be used
to evaluate hosted catalog items. Items from punch-out suppliers do not display in the search results,

and therefore cannot be part of the side-by-side comparison.

| Workist || AddtoFavorites |  Signout

Favorites | Main Menu : GeorgiaFirst Marketplace
TeresaPage ¥ 9 | Action Items [1] | Notifications | ™ 000USD | O
™ Shop Shopping Product Comparisons
Add To Active Cart B2 < |
Select ™ r I~ r
Add to Cart
Q1 Qe Q1 Qe
PAD LEGAL 6/PK WE [UNITED PAD J. LEGAL 6/PK WE PAD YELLOW LEGAL RULED PAD LEGAL WIDE RULE |
Product Details STATIONERS SUPPLY CO [UNITED STATIONERS SUPPLY SOSHEETS [W B MASON
NM/500018-230] CO NM/500018-225] Pad.Jr. CI/COUNWV20630ALK]
Pad,Legal 6/PlkWe Legal.6/Pk We
Catalog No. 500018-230 (PK) 500018-225 (PK) TX982820 (EA) COUNVZ20630ALK (EA)
Price 29.67 USD 21.24 USD 1.60 USD 0.01 UsSD
Vendor VWR International VWR International VWR International VWR International
Category General Lapcralory Safety General Labaratory Safety TLC Aluminum Plates TLC Aluminum Plates
Equipment Equipment
uom — - - -
Price per UOM 29.67 USD / unit 21.24 USD / unit 1.60 USD / unit 0.01 USD / unit

How To: Compare Products Side-by-Side

1. From the GeorgiaFIRST Marketplace home/shop page, search for an item using your preferred
search method.

2. From the search results, click the compare hyperlink for each item you want to include in the
comparison. To remove an item from comparison, while on the Search Results page, select the

remove hyperlink.
3. Note: Items across multiple pages can be selected. Once one or more items are selected, the

Compare Selected button will activate.
4. Continue to select items for comparison. Once all items are selected, click the Compare Selected

button at the top of the search results.
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5. The Product Comparison page lists all of the products selected for comparison. Product
attributes are shown on the left side of the page. Scroll down to review the information for each
item/attribute.

6. To remove a product from the Product Comparison page:

a. Click the check box at the top of the product
b. Select the Remove action from drop down list
c. Click the Go button

7. Click on the supplier hyperlink for an item for more information about that supplier. Here you
can see supplier and contract information.

8. Click the more information URL to view a detailed product description.

9. Click the Add to Cart icon to add the item directly to your shopping cart.

10. Click the Back to Search Results button to go back to your original search results and cancel the
product comparison. From here, additional products can be selected for comparison.
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Searching from Punch-Out Suppliers

In addition to searching supplier-hosted catalogs that are loaded into the GeorgiaFIRST Marketplace,
you can also search for items via punch-out suppliers. When accessing a punch-out supplier via the
GeorgiaFIRST Marketplace, you are automatically authenticated to the supplier, so the supplier’s

website knows which organization you are from. This enables the supplier to show the appropriate
products and pricing.

O

Home | Workist || AddtoFavorites |  Signout
Favorites = Main Menu > GeorgiaFirst Marketplace
- ; -

SelectSite Punchout

‘Cancel Punch-out

Buy Online or Call 1-800-388-8239 Georgia Perimeter

Shop Support My Premier -! Keyword or Service Tag Search

¢ Order Status Bl E-Quotes 5 Help

Standard Configurations

Premier

Laser Printers Making it easier for you!

High Velume Color Laser 5130cdn Duplex Your site offers quick access to
information to efficiently manage all
Price . $1,162.00 phases of IT product ownership:
purchasing, asset management, and
© Customize ) Addto Cart

support.

L |

How To: Search from Punch-Out Suppliers
1.

From the GeorgiaFIRST Marketplace home/shop page, click on the Punch-Out supplier from the
Punch-Out section.

2. The system will redirect you to that supplier’s web-page.

3. If you decide that you did not want to search from the punch-out supplier, select the Cancel
Punch-out button in the upper right corner of the screen. This will take you back to the
GeorgiaFIRST Marketplace.

4. Search for your items through the Punch-out supplier’s website. The specific steps for searching
and selecting items will be different for each punch-out supplier.

5.

Select your items using the punch-out supplier’s tools (i.e., “Add to Cart,” “Add Item,” etc.).
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6. After selecting your items, proceed to the punch-out supplier’s checkout. Check out of the
punch out site. Checking out will be different for each supplier. For example, in the Dell punch-
out site, when you are ready to pull your selected items into your GeorgiaFIRST Marketplace
shopping cart, you select the “Create Order Requisition” button within the Dell punch-out site,
and then choose “Submit Order Requisition”. This action places the items you selected into your
GeorgiaFIRST Marketplace shopping cart. An order is NOT placed with the supplier when
checking out of a punch-out site.

7. After checking out of the punch-out supplier’s website, you are returned to the GeorgiaFIRST
Marketplace where you can add additional products to your shopping cart from other punch out
vendors, as well as hosted catalog vendors.
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Chapter 11: Creating Your Own Marketplace Requisition

As a Requester, you most often create Marketplace requisitions from the shopping carts that Shoppers

have assigned to you. On occasion, you may be creating your own Marketplace Requisitions. Now that

you know how to search for items, you are ready to begin building your shopping cart in the

GeorgiaFIRST Marketplace.

The process that you will follow is shown here:

Create Use Search for Place
Requisitio GAFIRST [tems items in
nin ePro Marketplac your

e tab/link Shopping

Cart

Review Issue Complete
and edit Requisition ePro Req
your to copy into and submit
Shopping ePro for
Cartif Requisition approval

Active vs. Draft Carts

There are two types of carts you can have in the GeorgiaFIRST Marketplace: Active Cart and Draft Cart.
An Active Cart is the shopping cart you are currently working with or editing. A Draft Cart is a cart that
you have created, but are not currently working with.

If you have started creating a cart, you can locate it within the Shopping Cart icon, then My Carts and
Orders link, then Open My Active Shopping Cart link. You can locate all of your carts under the My
Carts and Orders link, and then under the “View Draft Shopping Carts” sub-link. Even your active cart
will be listed here. The current active cart will have a colored background with its shopping cart icon.

You can create new carts whenever necessary. Additionally, draft carts can be created for future use.
Creating draft carts may be useful for setting up orders that are similar or that might be used later.
Initially, we will only work with one cart. Later in this chapter, we will talk about working with additional
draft carts. Remember, your active cart is the shopping cart you are actively working with by adding
items and assigning to a requester.
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Adding an Item to a Cart

Shopping carts represent items selected that you wish be purchase. Shopping carts contain line items
that represent goods or services being requested through the GeorgiaFIRST Marketplace. There are
multiple ways to add an item to your shopping cart depending on where you are in the Marketplace.
You can add items to your shopping cart from the search results page, product description pop-up,
product comparison, etc.

How To: Add Items to your Shopping Cart from the Product Search Results Page

Home | ‘Workist || AddtoFavorites | Signo

Favorites  Main Menu > GeorgiaFirst Marketplace

Teresa Page ¥ | W | Action ltems [1] | Notifications '™ 0.00 USD

! '™ Shop Shopping Dashboard Shopping Home Product Search - Al

] Shop | Everything |T legal pad m
E‘ Go to: advanced search | favorites | quick order Browse: suppliers | categories | contracts | chemicals
i

Results for: Everything : legal pad

Showing 1 - 6 of 6 reguits

Compare

Add Keywords ? | Results per page 20 E| Sort by: Best Match |Z| [a|Pagelofi[e] 2
[ 6o | PAD YELLOW LEGAL RULED from VWR International 1.60 UsD
Part Number TX982820 (EA) EA
Manufacturer Info AMP20020 - (STAPLES BUSINESS ADVANTAGE NO) 1
Filter Results ? .
add favorite | compare
By Vendor
Grainger, Inc. (2) PAD LEGAL WIDE RULE 50SHEETS [W B MASON 0.01 uso
VWR International (4) CI/COUNV20630ALK] from VWR International EA
—— T Part Number COUNV20630ALK (EA) 1
Y egory o Manufacturer Info UNV20630 - (W B MASON CI)

dd f; it
General Laboratory Safety add favorite | compare

L

1. From the GeorgiaFIRST Marketplace home page, search for the item using your preferred search
method.

2. From the search results, locate the item you wish to add.

3. Forthatitem, enter the quantity you wish to request.

4. Select that item’s Add to Cart button.
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How To: Add Items to your Shopping Cart from the Product Description Pop-Up

Supplier

Part Number
Manufacturer Name
Manufacturer Part Number

System Packaging

Product Details
Vendor UOM

Vendor Size

Buyer UOM

Alternate Part Numbers
Category

Category UNSPSC
Color

Direct Factory Ship
Hazardous Material
Image URL

Lead Time

Moare Information URL
Product Weight
UNSPSC

PAD YELLOW LEGAL RULED

Vendor Details

VWR International

1310 Goshen Plwy.
West Chester, PA 19380 US

Phone No.

Fax No.

Web Site URL

PAD YELLOW LEGAL RULED

YWR International

TX982820 (EA)

STAPLES BUSINESS ADVANTAGE NO
AMP20020

Close

Fulfillment Address 1
change preference
show all locations

160 USD

Preferred location

Price

Quantity 1

EA

Add Te Active Cart

B3

EA

0

EA

TX982820

TLC Aluminum Plates
41-11-57-00

N

N

https://www.ywrsp.com/catalog/produ... A
3-5 days
http://www.vwrsp.com/catalog/produc... 2
1.00

41-11-57-00

+1(610) 429-2728
+1 (800) 932-5000

+1(610) 436-1761

WwWW.wrsp.com A1

1. From the GeorgiaFIRST Marketplace home page, search for the item using your preferred search

method.

2. Click on an item’s Product Description (item description hyperlink) to open its Product Details

Pop-Up.

3. Enter the desired quantity.
4. Inthe drop down list, select Add to Active Cart and click the Go button.
5. Click the Close button after receiving the “Added Successfully” message.
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How To: Add Items to your Shopping Cart from Product Comparison

Favorites Main Menu >
- : -

™ Shop  Shopping

Select
Add to Cart
Product Details
Catalog No.
Price
Vendor

Category
Uom

Price per UOM

GeorgiaFirst Marketplace

-

(e |z

PAD YELLOW LEGAL RULED

TX882820 (EA)

1.60 USD

VWR International

TLC Aluminum Plates

1.60 USD / unit

Home | Workist || AddtoFavortes |  Signout

TeresaPage ¥ | o | Actionltems [1] | Notifications | ™ 160USD | O

[ Add To Active Cart Em]

=

Qv

PAD LEGAL WIDE RULE 50SHEETS [W B MASON CI/COUNV20630ALK]

COUNV20630ALK (EA)

0.01 UsD

VWR International

TLC Aluminum Plates

0.01 USD / unit

Product Size

Price per Product Size Unit

1. After searching for items and selecting items for comparison, open the Product Comparison
page by selecting the Compare Items button.
2. From here, you can add items to your shopping cart in one of two ways:
a. Enter the Quantity and click the shopping cart icon, or
b. Place a check in the desired items Select checkboxes, and choose Add to Active Cart in
the Action Dropdown list.

How To: Add Items from a Punch-Out Supplier

1. From the GeorgiaFIRST Marketplace home page, select the Punch-Out supplier by clicking on its
name or icon in the Punch Out section.

2. The marketplace redirects you to the supplier’s punch-out site.

3. Search for products and add products to the cart in the supplier’s punch-out (this process varies
from punch-out to punch-out).

4. Use the supplier’s mechanism to return products to the GeorgiaF/IRST Marketplace (this process
again varies from punch-out to punch-out).

5. Upon returning to the GeorgiaFIRST Marketplace, the selected items will have been placed in
the active shopping cart and you will be on the Shopping Cart page.
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Shopping Cart Page

From anywhere in the Marketplace, when you are ready to review your shopping cart, you can select
the Cart Summary link in the upper right corner of the screen. You should see your active cart name (by
default, this is your user name, the date, and sequential order number for the day), the number of items
in the cart, and the total cart amount. Click this shortcut to go directly to the cart page where the cart

details can be reviewed and updated.

Home | \orkist || AddtoFavortes |  Sign out
: GeorgiaFirst Marketplace

Teresa Page ¥ % | Actionltems [1] Natifications | W™ 160 USD | Q

My Carts and Orders

Open My Active Shopping Cart &

) Continue Shopping 1 Item(s) for a total of 1.60 usp

H Shopping qul' for Teresa Page

Name this cart:; 2013-12-23 OITPAGE 01 ‘ U W

Have you made changes? @ | 7 Help | Perform an action on (0 items selected)... | | Select Al [T

VWR International moreinfo...

VWR
Fulfilment Address 1
1310 Goshen Pkwy., West Chester, PA 19380 US
Unit
Product Description Price Quantity Total [~
femaddedon  PAD YELLOW LEGAL RULED Leouo [1 1.60 uso [
, 0, EA
Part Number TX982820 (EA)
Manufacturer Info AMP20020 - (STAPLES BUSINESS ADVANTAGE NO)
More Actions u

view cart history

Shopping Cart Name

Once you begin adding items to your shopping cart, the system gives your shopping cart a default name.
This default name is a combination of your user name, the date, and the sequential order number for
that date. For example, a shopper with the user name of MJones, creates her first cart of the day on
March 23, 2011. This cart is given a default name of “2011-03-23 MJones 01.” If this user creates
another cart on March 23" then the second cart is named “2011-03-23 MJones 02.”

You can easily rename your cart though. To do so, simply retrieve your Shopping Cart.
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'™ Shop My Carts and Orders ~ Open My Active Shopping Cart + Cart

k'—"g Shopping qul' for Teresa Page

Name this cart: [2013-12-23 OIITPAGE 01

Hawve you made changes?

How To: Rename Your Shopping Cart

1. Retrieve your shopping cart.
2. Input your new shopping cart name in the ‘Name this cart’ box.
3. Click the Update button directly below the cart name.

Removing Items from the Cart

You can remove items from a shopping cart either individually or all at once. GeorgiaFIRST Marketplace
allows the removal of items from the cart, regardless if the item is from a punch-out supplier or hosted

catalog item.

| workist || AddtoFavortes |  Signout

Teresa Page v | o | Actionltems [1] Notifications | ™ 160USD | @

W Shop My Cartsand Orders ~ Open My Active Shopping Cart ¥ Cart - Draft Requisition

¢/ Continue Shopping 11Item(s) for a total of 1.60 vuso

H Shopping Cart tortereca Page

MName this cart: |2013-12-23 OITPAGE 01 ‘ Proceed to Checko ar w

Have you made changes? ﬂ_g'] | 7 Help | Perform an action on (0 items selected)... |v Select All

VWR International moreinfo...
TS Eyfillment Address 1
1310 Goshen Pkwy.. West Chester, PA 19380 US

Unit
Product Description Price Quantity Total [
tenaddeda)  PAD YELLOW LEGAL RULED 160us0 [1 1.60 uso
Part Number TX982820 (EA) bEA
Manufacturer Inffo  AMP20020 - (STAPLES BUSINESS ADVANTAGE NO)
More Actions n
view cart history

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.2
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 01/08/2014

99



% eProcurement &

GeorgiaF/RST Marketplace Creating Your Own Marketplace Requisition

e = — ==
| Lf-'.”:emgtaFnst Marketplace I:I- lt -

| € @ httpsy/scitest?.qafirst.usg.edu/psp/scitest2/EMPLOVEE/ERP/c/BOR_PURCHASING.PV_MARKETPLACE BOR. 77 v C | [l - Google P| B 4+ #

ORACLE

Home Workist || AddtoFavarites |  Sign out

Favorites | Main Menu > GeorgiaFirst Marketplace

Add To Favorites

Remove Selected ftems

Move to Another Cart
Change Vendor
Add to Draft Cart or Pending PR/PO

Close

How To: Remove Selected Items from a Cart

1. Go to the Shopping Cart.
2. To remove multiple items:
a. Inthe cart, select one or more items to remove by placing a checkmark in its Select
checkbox.
b. Click in the action drop down list.
c. Select Remove Selected Items.
3. Toremove a single item:
a. On the item line, select the Remove button.
4. The selected items are then removed from your shopping cart.
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How To: Remove All Items from a Shopping Cart

Home | ‘Workist || AddtoFavortes |  Signout

Teresa Page ¥ % | Action Items |z| Motifications | ™ 1,60 USD | Q.

'! ™ Shop My Carts and Orders ~ Open My Active Shopping Cart = Cart - Draft Requisition

4/ Continue Shopping 1Item(s) for atotal of 1.60 v

] . | Shoppfr‘ng Cart torreresa rage

Z‘ Name this cart: | 2013-12-23 ONTPAGE 01 Proceed to Checkout or m
e

Have you made changes? = | & Help | Perform an action on (1 items selected]‘..|v Select All

vwaeo 7 | VWRInternational mereinfo..

e Fulfillment Address 1

1310 Goshen Pkwy., West Chester, PA 19380 US

Unit

Product Description Price Quantity Total
“"x";“:o‘i: PAD YELLOW LEGAL RULED 1.60 usp 1 1.60 UsD
Part Number TX982820 (EA) 0.EA
Manufacturer Inffo  AMP20020 - (STAPLES BUSINESS ADVANTAGE NO)
[ More Actions ||
b
1. Go to the Shopping Cart.
2. Select the Empty Cart button.
3. Toremove all items, click the OK button to proceed.
4. Your active shopping cart should now be empty.

Updating the Quantity of Items in a Cart

Once you have added items to your shopping cart, you may find it necessary to change the quantity
requested. You can update the quantity when adding an item to your shopping cart or after the item has
been added to your shopping cart.

How To: Update Quantity of Iltems in a Cart

1. Go to the Shopping Cart.

2. Forthe item you want to update, go to the Quantity field in that row.

3. Enter the desired quantity.

4. Click the Update button directly under the Quantity field.

5. If you are making updates to more than one item, you can enter the desired quantity for all
items and the select the update button directly below the Shopping cart name to update all
quantities at one time.
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Selecting the Applicable Contract for an Item

Some items that you select will be listed on multiple contracts. For example, you may have an item that
is listed on a mandatory statewide contract, as well as on an convenience state contract. If you are
unsure as to the correct contract being selected, you can select the appropriate contract while in the
Shopping cart.

How To: Select a Contract for an Item

10. Go to the Shopping Cart.

11. For the item you want to select a different contract for, select the change... hyperlink next to
the contract name.

12. A pop-up box will appear with the contract choices. Select the appropriate contract by using the
radio button.

13. Click OK.
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Selecting Fulfillment Addresses (applies only to fax or email suppliers)

In instances where a supplier has multiple fax numbers or email addresses, for example by region, the
GeorgiaFIRST Marketplace will have multiple fulfillment addresses for that supplier. When an item from
a supplier with multiple fulfillment addresses is added to the shopping cart, an edit button is displayed
next to the current default fulfillment address.

Home | Workist || AddtoFavortes | Signout

Teresa Page ¥ * | Action Items |I‘ Notifications ™ 1.60USD Q.

| B ™ Shop My Cartsand Orders  Open My Active Shopping Cart  Cart - Draft Requisition

¢/ Continue Shopping 1 ftem(s) for atotal of 1.60 v

'JJ . = Shoppfng Cart torreresa Page

Z‘ Name this cart: 2013-12-23 ONTPAGE 01 Proceed to Checkout or m
A1

Have you made changes? @] | 2] Help | Perfarm an action on (1 items selected)... ‘v Select all

- | VWR International _more info..

VWR L
UL Rulfillment Address 1

1310 Goshen Pkwy., West Chester, PA 19380 US

Unit
Product Description Price Quantity Total
I'Exi‘;"dzo‘]’-; PAD YELLOW LEGAL RULED 1.60 UsD 1 1.60 UsD
Part Number  TX982820 (EA) 0. EA
Manufacturer Info  AMP20020 - (STAPLES BUSINESS ADVANTAGE NO)

By clicking on the edit button, the user may select a different fulfillment address for this item. Note
also that a user may click the save as my preferred checkbox to update this as the default fulfillment

address.
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Change fulfillment address
Carolina Biological Supply Co.
Select fulfill

2700 York Rd.
Burlington, NC 27215 US

[ save as my preferred [~ ]

Save Cancel

How To: Select Fulfillment Address

1. Go to the Shopping Cart.

a. Note: If a supplier has multiple fulfillment addresses, an edit button will appear below
their name on the Shopping Cart. If there is no edit button, there is only one fulfillment
address for the supplier.

2. Select the edit button below the supplier name.

3. Using the drop down list, select the fulfillment address you wish to use.

4. To save the supplier’s fulfillment address as the preferred address you always want to use,
select the save as my preferred checkbox.

5. Click the Save button.
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Deleting a Shopping Cart

On occasion, you may find it necessary to delete your shopping cart. You can delete entire shopping
carts with one click. Once you delete a shopping cart, it is permanently removed.

Home | Workist || AddtoFavortes |  Sign out

Favgrites  Main Menu > GeorgiaFirst Marketplace

Teresa Page ¥ | % | Action Items [1] | Notifications | ™ 160USD | O M

A . [
e ?
'! ™ Shop My Carts and Orders ~ View Draft Shopping Carts = Shopping Cart - Drafts
Create Cart
L]
Assign Substitute
Zf My Drafts legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
2013-12-23 OITPAGE 01 12/23/2013 1560 USD
ey APRIL 7/12/2011 40299 USD Delete
Drafts Assigned To Me legend 7
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
o B 2012-01-10 BFILTZ 01 1/10/2012 4494 UsD Delete

How To: Delete a Shopping Cart

Select the Shopping Cart icon.
Select the My Carts and Orders sub-link.
Select the View Draft Shopping Carts sub link.
Locate the cart you want to delete.
a. Your current (or active) cart will have an icon with a colored background.
b. Draft carts have an icon with a white background.
5. Press the Delete button on the right side of the screen.
6. After selecting Delete, the system deletes the cart immediately. Once a cart is deleted it is

el A

permanently removed and it cannot be restored.
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Creating ePro Requisition from Your Cart

As you have seen, because you are a Requester, you can build your cart in the GeorgiaFIRST

Marketplace. You will have the same access to the Marketplace as a shopper does. The primary

difference is that you will not need to assign your cart to a Requester. You can pull your shopping cart

directly into eProcurement by selecting the “Issue Requisition” button.

How To: Create an ePro Requisition from Your Own Shopping Cart

ok wnNPRE

® N

Log into PeopleSoft Financials Core System.

Select eProcurement in the menu.

Select Create Requisition.

Select the GeorgiaFIRST Marketplace tab.

Select the GeorgiaFIRST Marketplace link.

Build your shopping cart (or retrieve one that you built and saved earlier) by searching for and
adding items.

Select the Proceed to Checkout button.

Here you perform a final review of your shopping cart. If you need to make any updates, you can
select the appropriate edit button and make changes. You can also select the Return to
shopping cart link in the upper right corner of the page.

Select the Issue Requisition button.

10. Confirm the Requisition Summary within ePro has the same number of line items as the

GeorgiaFIRST Marketplace cart.

11. Name the requisition if desired.

12. For each requisition line item, edit Chartfields and Ship To Location if necessary.

13. Add a comment on each requisition line if needed by clicking the “call out” (comment) icon at

the end of the line.

14. Add a header comment to be attached to the requisition if needed within the

Justification/Comment box.

15. Click the Save and Preview Approvals button.

16. Review the approval path. Insert additional ad hoc approvers if necessary.
17. Click the Submit button to submit the requisition.
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More about Draft Carts

Earlier, we discussed the difference between an active cart and a draft cart. Remember, an active cart is
the shopping cart you are actively working on. You can, however, create additional carts whenever
necessary. Additionally, draft carts can be created for future use. Creating draft carts may be useful for
setting up orders that are similar or that might be used later. For example, you can have draft carts for
different standing orders.

Under the Shopping Cart icon, you will see a link for My Carts and Orders. Within that link you will see
a link for Open My Active Shopping Cart and a link for View Draft Shopping Carts. Under the Active cart
link will be the current shopping cart that you are working with. Under the Draft carts link are all of the
carts you have created. The shopping cart that you are current working with, or your active cart, will
have a colored background in its shopping cart icon. Draft carts will have a white background.

Let’s imagine that we have three draft carts — one for office supplies, one for furniture, and one for
camera accessories.

Home | Workiist || AddioFavorites | Signout

TeresaPage ¥ | % | Actionltems | Notifications = W 7622UsD | O,

! ™ shop My Carts and Orders  View Draft Shopping Carts ¥
Create Cart
i
Assign Substitute
E‘ My Drafts legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete

Camera Accessories 122642013 1998USD  Delete
Furniture 122642013 73899USD  Delete
Office Supplies 12/26/2013 7622USD  Delete

As you can see in the picture above, our current active cart is Office Supplies because its icon has a
colored background. If we were to select the ‘Open My Active Shopping Cart’ link, we would see the
Office Supplies cart.
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Home | Workiist || AddtoFavorites |  Signoul

Favorites  Main Menu > GeorgiaFirst Marketplace

Teresa Page ¥ % Actionltems | Notifications | W 7622 UsD | Q,

! ™ Shop My Carts and Qrders Open My Active Shopping Cart = Cart - Draft Requisition

il B 5 ¢ Continue Shopping 2 item(s) for a total of 76.22 uso

Sl 1 Shopping €art o reresc Page ©

Z P [Procesdiocheckoi” JRg Asion Gn |
Have you made changes?| Update & | Help | \ Empty cart Perform an action on (0 items SEIECE[I:.”|' Select All [

@ Staples more info..
Fulfilment Address 1
3040 Route 50 North, N Saratoga Springs, NY 12866 US

The item(s) in this group was retrieved from the supplier's website. What does this mean?

You can no longer access this item(s) on the supplier's website. What does this mean?

Line(s): 1, 2
Product Description Unit Price  Quantity Total [~
ftem o0dec s Hammermill Copy Plus Premium Copy Paper, LETTER-Size, 92/104+ US/Euro Brightness, 20 Ib.. 8 36.04 UsD 1 36.04us0
1/2H x 11 W, 5,000 Sheets/Ct ¢- T
More Actions n Part Number 122374
Manufacturer Info  HAM105007CT - (Hammermill)
Contract 99999-5PD-G20100809-001 more info...
Office Supplies change...
e ey  Domtar EarthChoice Office Paper, LETTER-size, 92/104+ US/Euro Brightness, 20 Ib., 8 1/2 x 11 , 40.18 usp 1 4018usp [
5.000 Sheets/Ct & cr
More Actions n Part Number 674747

Manufacturer Info 40475 - (Domtar)

Contract 99999-5PD-G20100809-001 more info...
Office Supplies change...

Whenever needed, you can create a new draft cart. To make a different draft cart active, simply click on
that cart’s icon so that it has the blue background. Your active cart will always be listed in the Cart
Summary in the upper right corner of the screen.

How To: Create a New Cart

1. Select the Shopping Cart icon.

2. Select the My Carts and Orders sub-link.

3. Select the View Draft Shopping Carts sub-link.

4. Select the Create Cart button.

5. In the Name this cart field, you can replace the system default cart name with a different one if

desired. Then click the Update button.
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Adding Items to a Draft Cart

Generally, when you add an item to a cart as we explained earlier, that item is added to your active cart.
If you want to add an item to a draft cart without making that cart active, you can do so.

e To add an item to a draft cart from the Product Search Results page, select the arrow next to the
Add to Cart button. Choose “Add to Draft Cart”. You will then get a pop-up box asking which
draft cart you want to add the item to. Select the appropriate cart by clicking its radio button.
Then select the Add to Draft Cart button.

e This can also be accomplished by selecting the item description link, then selecting the “Add to

Favorites

Draft Cart” option in the drop down menu.

Main Menu > GeorgiaFirst Marketplace

Home | Worklist || AddtoFavorites | Signout

Teresa Page ¥

Results for: Everything : flash light

% | Action [tems

Notifications | W 7622 USD | O,

r N
@ hitpsi/usertestsciquest.com/TTmstmp=1388073760348 1038 temld=2007860431... |0 e 1 - 20 of 761 results

Add Keywords 7 Results per pa 4| Page[1 [+]of33[r] 2
m m Order from Vendor 22
i ) . EA
Please select the appropriate cart (active/draft),
- N o add favorite | compare
= - pending requisition, or pending PO to which the
Filter Results ? -
selected line item(s) are to be added.
By Custom Attribute larger imag
2-Agency Contract (1) = ?
Active Cart Order from Vendor 5
By Product Flag Select GeorgiaFirst Marketplace Shopping EA
Green (44) CartiNomse add favorite | compare
- - Office Supplies (1073881)
By Vendor Te
larger imag

Fisher Scientific (104)
Grainger, Inc. (117)
Graybar, Inc. (474) =
HD Supply Fadlities Maintenance (41)

Southern Computer more. ]
Warehouse (16)

Draft Cart ?

GeorgiaFirst Marketplace Shopping

Sl Cart Name

Order from Vendor 23
EA

add favorite | compare

- larger imag Camera Accessories (1073863)
By Cat: Te
y egery Furniture (1073882) 0.6 431.20 UsD
Audioconferencing systems (1) e
Bicydles (3) 'II A
Camera flashes or lighting (16) EMA 1 Add to Cart |V

Clocks (2)

Control indicating and

more...
signaling devices (4)

Add to Draft Cart or Pending Requisition/PO

Add to Draft Cart or Pending PR/PO

You will then see an “Added Successfully” message. You have not changed which cart is

currently active though.
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Home | Worklist || AddtoFavorites | Sign

Favorites = Main Menu > GeorgiaFirst Marketplace
-

Teresa Page ¥ %  Actionltems Notifications | W 7622 UsD @ Q|

A
- Results for: Everything : flash light
V@ hitps://usertestsciquest.com/?Tmstmp=1388073778167250 - Add to Cart/Requisit.. s = e | 1 - 20 of 761 results  Compare Selected: 0
5 gy Keywords 7 |Results perp3 7 [4|Page[1 [~]of3a[n] 2
m m Order from Vendor 52
. P
<] it EA
. ¢ urniture add favorite | compare
Filter Results ? -
By Custom Attribute larger imag e T full =
uccessfully ?
2-Agency Contract (1)
Catalog - . Order from Vendor 2
Vendor Description  Quantity
By Product Flag No. EA
Green (44) 4 Strobe 1 H add favorite | compare
- Graybar, 88095603 Warning Light,
By Vendor e larger imag Inc. Flash Strobe
Fisher Scientific (104) Light, 120V AC
Grainger, Inc. (117) = Operating Order from Vendor 5
Graybar, Inc. (474) ) Voltage, 0.6 o
HD Supply Facilities Mai 41 Ampere
upply Facilities Maintenance (41) 4 Operating add favorite | compare
So‘it'her: Comgét]er more... i Current, Light
arenouse -
_ larger imag IC”FEE?ISIT{]]I-RZ?O
By Categol Te , Flasl e
—— | 80 FPM, ~llo.s 431.20 UsD
Audioconferencing systems (1) Anodized f
Bicycles (3) Aluminum EA
Camera flashes or lighting (16) : Base, Lens EMA 1 Add to Cart | ¥
Clocks (2) Color Amber, Add to Draft Cart or Pending PR/PO
Control indicating and 1/2 Inch Pipe =
more...

You will follow this same procedure whenever you want to add an item to a draft cart without making it
your active cart. Wherever you add an item, there will be some sort of drop down allowing you to select
“Add to Draft Cart”.
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Reviewing Line Item History

The Line Item History feature allows users to view all purchases of the same item within a date range
specified by the organization. Having the ability to see other recent purchases may prevent unnecessary
external purchases. To perform this task, you must have the “View Line Item History” permission

assigned.

How To: Review Line Item History

1. Inorder to review line item history, you must first add the item to your cart.

2. Access your shopping cart.

3. For the item you want to review history for, select the More Actions drop down list.
4. Select Line Item History and then click Go.

5. The Line Item History pop-up box appears.

a. Previous Purchases Found: An item having previous purchases that fall within the search
criteria will display the item’s description and details regarding those previous
purchases, including quantity, date, User ID, and User email address.

b. No Previous Purchases Found: An item having no previous purchases meeting the
organization’s timeframe, department, and custom field criteria (if any) will display the
item’s description and a message that no items were found.
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Chapter 12: GeorgiaFIRST Marketplace Favorites

As a Requester who creates your own shopping carts, you can set up favorites in the GeorgiaF/RST
Marketplace to easily retrieve items that you order frequently. By setting up favorites, you spend less
time searching for items that you will order again in the future.

Favorites

There are two types of ‘favorites’ in the GeorgiaF/IRST Marketplace. There are Personal Favorites and
Shared Favorites. Personal favorites are those items that you identify as a favorite. Only you can see
your personal favorites. With personal favorites, you create folders and sub-folders to manage these
items. You have full control over the items in your personal favorites.

Shared favorites and folders are set up by administrators and can be set up for viewing and use for your
institution or department. Shared favorites typically represent frequently ordered products or suggested
products for purchase. Your institution will notify you of any shared favorites available for your use.

Each institution has a “Custom Configuration” shared favorites folder which can be used to highlight or
specify particular items and configurations standard or recommended by the institution procurement
department.

Recommendation: Only save items from hosted catalogs as favorites. Punch-out Items can be saved as a
favorite, however, the pricing tied to the favorite will not be updated when the supplier updates that
item’s price.

Creating Favorites Folders

Folders and sub-folders are used to house favorite items. There are two types of folders — personal and
shared. Personal folders are only viewable by the user and are most commonly used. Shared folders are
used to house favorite items to be used for the institution or department.
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You can create any kind of folder structure. You can create a structure as simple as one folder named
“favorites” to creating several folders to separate favorite item types. In order to save a favorite item,
you will need to create at least one personal folder. Below is an example of a folder structure:

(+) expand all (-] collapse all

= Personal
----- Camera Supplies
----- Items Needed for Mew Hires
----- Office Supplies for Dept 1
F Office Supplies for Dept 2

= Shared

B8 Best Buys

How To: Create a Personal Folder or Sub-Folder

Select the Shopping Cart icon
Select Shopping.
Select View Favorites in the Go To section.

P wnNPR

On the left side of the window, the Personal and Shared headings display, as well as any existing
folders. For new users, you should start be creating at least one Personal folder.
5. To add a top-level folder, click the New button.
a. Select the option Top level personal folder
b. Enter a folder name and description.
c. Click Save.
6. To add a sub-folder, select the top-level folder you want to add the sub-folder to by clicking on

it.
a. Click the New button.
b. Select the option Subfolder of selected folder.
c. Enter afolder name and description.
d. Click Save.
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Adding Items as Favorites

You can add personal favorites from the Product Search Results page or from a cart. Adding favorites is a

fairly simple process. Once an item is saved as a favorite, it is identified in search results by a star icon.

ORACLE Home | wormist | AsdtoFmomes | swno

ar

Erika Barton ¥ o Actionftems [Z] MNotifications [7] ™ poousD Q.

W Shop  Shopping  Dashboard  Shopping Home

Shop  Everything Z| flashlight m
Goto: advanced sesrch | favorites | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Everything : flashlight
Showing 1 - 200 of 1663 results

Add Keywords T Results per page | 200[= Sort by: Bt BMalch 1= 4|Page 1]=|ota(s] 7
| 6o | Pouch, Webbed: Medium Flashlight: Accessory to MSA ForceField Tango Tactical Body 9.99 1s0
" !l Armor; Webbed Molle-style pocket-type module' 1/EA from Fisher Scientific EA
KWL pan ! RN s o o v
Filter Results ? Iargger image Safety & adid feverite | compare
By Custom Attribute
2-Agency Contract (3) Ju ’
By Product Flag Pouch, Webbed; Small Flashlight; Accessory to MSA Fnr:eFIeﬂd Tango Tactical Body 9,99 uso
Green (110 4 . l Armor; Webbed Molle-style pucl(el typ! module; 1/EA i sher Scientific EA
Far e R o

By Vendor | larger image
Caroling Biological Supply Co. (1) 2-Agen
Fisher Sdentific (428)

add faveorite | compare

How To: Add an Item as a Personal Favorite

1. Search for items using your preferred method in the GeorgiaF/RST Marketplace.
. From the search results, locate the item you want to add as a favorite.
3. Directly under that item’s “Add to Cart” button, click on the add favorite hyperlink. The Add to
Favorites popup displays.
4. In the Item Nickname field, you can enter a name to reference the item. If you do not enter a
nickname here, the supplier’s description will remain.
5. In the Quantity field, you can enter the standard quantity that will be ordered for this item.
Once you add a favorite item to your cart, the quantity can be updated there as well.
6. Select the Destination Folder.
a. If youalready have folders created, you will see your Personal Folders listed.
i. Select the folder you want to add your favorite item to, so that it is highlighted.
ii. Click the Submit button.
iii. Click the Close button.
b. If you do not have any Personal folders created, you will need to create at least one
personal folder in order to save an item as a Favorite.
i. Click the New button.
ii. Select the option Top level personal folder.
iii. Enter a folder name and description. Click Save.
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iv. The new folder displays in the list and is automatically selected for the favorite
item.
v. Click Submit to save the item.
vi. Click Close.
7. After anitem is added as a favorite, it can be accessed via the favorites link.
8. To add anitem as a Favorite from a cart, select the Add to Favorites button on the item line
within the cart.
a. Give the item a nickname and update the quantity if desired.
b. Select a folder.
c. Click Submit.
d. Click Close.
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Adding Favorite Items to Your Cart

The Favorites functionality allows shoppers to store items that are referenced or ordered on a regular
basis. Once items are added to Favorites, they can be added to a shopping cart from either of two
places: from the Favorites link or from the Product Search results page (if favorite items are listed in the
search results). Favorite items are designated with a star icon on the search results and can be added
like any other item.

Home | Workist || AddtoFavorites | Signout
Favorites = Main Menu » GeorgiaFirst Marketplace

Teresa Page ¥ % | Action Items Notificatinns W 1998USD | O,

! ™ shop  shopping = GoTo  View Favorites ¥

‘ New‘ | Mﬂve/[opy‘ ‘ &Da\eta‘ test sub folder

a
(+) expand all (-} collapse all Results per page |20 E Total Favorites: 1 “ Pagelofl|»
E- = Personal edit | move/copy | delete | add to cart ™
=} Test
Microphazir Light Bulb Rplemt; 1/EA 256-00280-01 from Fisher Scientific 9.99 Uso [

Part Number 17731107

= Shared Manufacturer Info 256-00280-01 - (Thermo Scientific) _ Add to Cart
.

Best Buys edit | move/copy | delete
GPC Custom Configuration

How To: Adding Favorite Items to Your Cart from the Favorites link

From the GeorgiaFIRST Marketplace, select the favorites link.

Select the appropriate folder.

The items for the selected folder will display on the right side of the screen.

To add an individual item to your cart, select its Add to Cart button.

To add multiple items to your cart, select the items with a checkmark, and then click add to cart
at the top of the list.

6. Your selected favorite items are now in your cart.

ik wnN e
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Moving and Copying Items Between Folders

Within GeorgiaFIRST Marketplace, you can move items from one folder to another, as well as copy items
from one folder to another. These features may be useful if you create a sub-folder for a specific type of
item and need to move favorites added earlier, or when creating “repeat” items for multiple folders.

e =
Home | wWorkist || AddtoFavorites | Signout

Main Menu > GeorgiaFirst Marketplace

Favaorites

Teresa Page ¥ % | ActionItems | Noti 3tiDns W 1998USD Q

(]
LB »shop
‘ NEW| | -Move/cupy‘ | ;zDE\etE‘

(+) expand all (-) collapse all

Shopping Go To View Favorites =

test sub folder

Results per page 20 E Total Favorites: 3 4|/Pagelofl »

E. = Personal edit | move/copy | delete | add to cart r

=) Test
Microphazir Light Bulb Rplemt; 1/EA 256-00280-01 from Fisher Scientific 9.99 uso [

17731107 A
= Shared Manufacturer Info

256-00280-01 - (Thermo Scientific) i Reear
- Best Buys ‘ edit|] move/copy | delete

GPC Custom Configuration

test sub folder

Part Number

Strobe Light, Flash Strobe Light, 12V DC Operating Voltage, 0.5 Ampere 117.50 usp T
Operating Current, Xenon Lamp, Light Intensity 1000000 CD, Flash Rate 65 EA
FPM, Polycarbonate Lens, Plastic Base, Lens Color Amber, Magnetic Mounting, 1

Size 4-9/32 Inch Dia x 4-7/32 Inch from Graybar, Inc.
Part Number 92074338

Manufacturer Info 99BA-E1 - (Edwards Company, Inc)

edit | move/copy | delete

Strobe Light, Flash Strobe Light, 24V DC Operating Voltage, 0.3 Ampere 127.20 uso [
Operating Current, Xenon Lamp, Light Intensity 300000 CD, Flash Rate 65 EA
FPM, Polycarbonate Lens, Plastic Base, Lens Color Red, 1/2 Inch Conduit 1

Mounting, NEMA 4X, Size 4-9/32 Inch Dia from Graybar, Inc.

97211607

edit | move/copy | delete
Part Number

Manufacturer Info 98BR-G1 - (Edwards Company. Inc)

How To: Move and Copy Items Between Folders

1. From the GeorgiaFIRST Marketplace, select the favorites link.
2. Select the appropriate folder from the left pane and locate the item(s) on the right pane.
3. To move or copy one item to a different folder, click the move/copy link directly under its “Add
to Cart” button.
a. Select the folder (so that it is highlighted) that you want to move or copy the item to.
b. Select either the move or the copy button.
c. Click Close in the confirmation window.
4. To move or copy multiple items to a different folder, select the items with a checkmark.
Click the move/copy link at the top of the list.
Select the folder (so that it is highlighted) that you want to move or copy the items to.
Select either the move or the copy button.

Qa 0 T o

Click Close in the confirmation window.
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Editing Favorite Items

After adding a favorite item to a Personal Folder, you may need to update the item periodically. This
includes the item’s nickname and quantity.

O/
Home | Worklist || AddtoFavorites |  Sionout
Favorites =~ Main Menu > GeorgiaFirst Marketplace

Teresa Page ¥ %  Actionltems | Notifications [1] ™ 1998USD O

! ™ Shop Shopping GoTo  View Favorites <

‘ .New| | ~Move/capy‘ | s;zDa\eta‘ test sub folder

o - —
(+) expand all (-) collapse all Results per page 20 E Total Favorites: 3 |4/Pagelofl|»|
E‘ - Personal edit | move/copy | delete | add to cart r
= Test
Microphazir Light Bulb Rplcmt; 1/EA 256-00280-01 from Fisher Scientific 9.99 uso ™
Part Number 17731107 EA
= Shared Manufacturer Info 256-00280-01 - (Thermo Scientific) 1
- Best Buys : ove/:upy\ delete
~ GPC Custom Configuration Strobe Light, Flash Strobe Light, 12V DC Operating Voltage, 0.5 Ampere 117.50 uso [
Operating Current, Xenon Lamp, Light Intensity 1000000 CD, Flash Rate 65 EA
FPM, Polycarbonate Lens, Plastic Base, Lens Color Amber, Magnetic Mounting, 1
Size 4-9/32 Inch Dia x 4-7/32 Inch from Graybar, Inc. adit | move/copy | delete
Part Number 92074338
Manufacturer Info 99BA-E1 - (Edwards Company, Inc)
Strobe Light, Flash Strobe Light, 24V DC Operating Voltage, 0.3 Ampere 127.20 usp T
Operating Current, Xenon Lamp, Light Intensity 300000 CD, Flash Rate 65 EA
FPM, Polycarbonate Lens, Plastic Base, Lens Color Red, 1/2 Inch Conduit 1
Mounting, NEMA 4X, Size 4-9/32 Inch Dia from Graybar, Inc. adit | move/copy | delete
Part Number 97211607
Manufacturer Info 98BR-G1 - (Edwards Company, Inc)

How To: Editing Favorite Items

1. From the GeorgiaFIRST Marketplace, select the favorites link.

2. Select the appropriate folder from the left pane, and locate the item on the right pane.

3. Click the edit link directly under the “Add to Cart” button.

4. Make any necessary changes to the item and click the Submit button.

5. Click the Close button.
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Deleting Favorite Items and Folders

In Favorites, items and folders can be deleted as necessary. When you delete a folder, you delete those

items saved in that folder as favorites also.

OIRA

Favorites =~ Main Menu > GeorgiaFirst Marketplace

! ™ Shop Shopping

‘ .New| | Move/capy‘ | s;zDa\eta‘

L]
(+) expand all (-) collapse all
[ © Personal
=} Test
= Shared
- Best Buys

-~ GPC Custom Configuration

Home | Wworkiist ||

Teresa Page ¥ % | Action Items

test sub folder

AddtoFavorites | Sion out

Notifications [1] | ™ 19.98USD | Q

Results per page 20 E

Total Favorites: 3

4 Pagelofl »

edit | move/copy | delete | add to cart

Microphazir Light Bulb Rplcmt; 1/EA 256-00280-01 from Fisher Scientific
Part Number 17731107

Manufacturer Info 256-00280-01 - (Thermo Scientific)

.

Strobe Light, Flash Strobe Light, 12V DC Operating Voltage, 0.5 Ampere
Operating Current, Xenon Lamp, Light Intensity 1000000 CD, Flash Rate 65

FPM, Polycarbonate Lens, Plastic Base, Lens Color Amber, Magnetic Mounting,

Size 4-9/32 Inch Dia x 4-7/32 Inch from Graybar, Inc.
Part Number 92074338

Manufacturer Info 99BA-E1 - (Edwards Company, Inc)

Strobe Light, Flash Strobe Light, 24V DC Operating Voltage, 0.3 Ampere
Operating Current, Xenon Lamp, Light Intensity 300000 CD, Flash Rate 65
FPM, Polycarbonate Lens, Plastic Base, Lens Color Red, 1/2 Inch Conduit
Mounting, NEMA 4X, Size 4-9/32 Inch Dia from Graybar, Inc.

Part Number 97211607

Manufacturer Info 98BR-G1 - (Edwards Company, Inc)

9.99 uUsD
EA

1 Add to Cart
edit | move/copy

117.50 usD
EA

1 Add to Cart

edit | move/copy | delete

127.20 usD
EA

1 Add to Cart

edit | move/copy | delete

r

r

How To: Delete an Item from Favorites

NoE

From the GeorgiaFIRST Marketplace, select the favorites link.

Select the appropriate folder from the left pane, and locate the item(s) in the right pane.

3. To delete one item, click the delete hyperlink directly under its “Add to Cart” button.

a.

Click the OK button to confirm the deletion.

4. To delete multiple items, select the items with a checkmark.

a.

Click the delete link at the top of the list.

b. Click the OK button to confirm the deletion.
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How To: Delete a Folder from Favorites

|

Favorites ~ Main Menu » GeorgiaFirst Marketplace
- -

% | Action Items

(]
! - Shop Shopping Go To View Favorites = Favorites

‘ '1NEW| # Edit | '~Move/Cupy| | ﬂDE\etE‘
L

test sub folder

GeorgiaFIRST Marketplace Favorites

Addto Favorites | Sign out

Notifications ™ 1998 USD

Q

(+) expand all (-) collapse all

Results per page 20 E Total Favorites: 3

(Al © Personal

=1 Test
Microphazir Light Bulb Rplemt; 1/EA 256-00280-01 from Fisher Scientific

17731107
256-00280-01 - (Thermo Scientific)

Part Number

Manufacturer Info
.

= Shared

Best Buys

GPC Custom Configuration Strobe Light, Flash Strobe Light, 12V DC Operating Voltage, 0.5 Ampere

Operating Current, Xenon Lamp, Light Intensity 1000000 CD, Flash Rate 65
FPM, Polycarbonate Lens, Plastic Base, Lens Color Amber, Magnetic Mounting,
Size 4-9/32 Inch Dia x 4-7/32 Inch from Graybar, Inc.

Part Number 92074338

Manufacturer Info 99BA-E1 - (Edwards Company, Inc)

Strobe Light, Flash Strobe Light, 24V DC Operating Voltage, 0.3 Ampere
Operating Current, Xenon Lamp, Light Intensity 300000 CD, Flash Rate 65
FPM, Polycarbonate Lens, Plastic Base, Lens Color Red, 1/2 Inch Conduit
Mounting, NEMA 4X, Size 4-9/32 Inch Dia from Graybar, Inc.

Part Number 97211607

Manufacturer Info 98BR-G1 - (Edwards Company, Inc)

|+|Page1of1|>|

edit | move/copy | delete | add to cart

9.99 UsD
EA

1 Add to Cart

edit | move/copy | delete

117.50 UsD
EA

L

edit | move/copy | delete

127.20 UsD
EA

1 Add to Cart

edit | move/copy | delete

-

r

From the GeorgiaFIRST Marketplace, select the favorites link.
Select the appropriate folder from the left pane.

Click the Delete button at the top of the folder list.

Click OK to confirm the deletion.

PwNPR
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Chapter 13: User Profile in GeorgiaFIRST Marketplace

Your User Profile in the GeorgiaFIRST Marketplace includes identification, purchasing abilities, and site
accessibility. AlImost every item in your User Profile will be read-only. For those items that are editable,
you want to be very careful before making any changes to your user profile. Changing your settings may
have a direct impact on receiving notifications, access to certain catalogs, and access to view contracts.

The first time you enter the GeorgiaF/RST Marketplace, you will need to verify some information on your
User Profile. Make sure that your email address, phone, Business Unit, and Department are correct. If
they are not, inform your ePro Administrator.

Home | Workiist || AddtoFavorites | Signout

Favorites = Main Menu > GeorgiaFirst Marketplace

Teresa Page ¥ # | Action [tems | Notifications W 1988USD Q

()
! My Profile User Information and Settings = Language, Time Zone and Display Settings =
i Teresa Page Language, Time Zone and Display Settings
! OITPAGE
; Active Select a Language Engl\shE
z‘ Country United S1aiesE
Currency USDF
USER INFORMATION AND SETTINGS < Time Zone EDT/EST - Eastern Standard Time F
Color Theme ccc B
USER PROFILE AND PREFERENCES v Enable Accessibility Mode r
User's Name, Phone Number, Email, etc. Help on mouse over Show help on mouse over and (I\(kE
Language, Time Zone and Display Settings. Preferred email format E
Email Preferences m

When you enter the GeorgiaFIRST Marketplace for the first time, you may notice that the color scheme
in the Marketplace doesn’t match your institution’s logo. You can change this by going through the
Profile — User Settings — Personal Settings. To change the color, select your institution in the Color
Theme drop down list.

How To: Update Color Theme to Match School Logo

1. Inthe GeorgiaFIRST Marketplace, click on your Name, found in the banner at the top of the
page.

2. Under the User Information and Settings section, select the Language, Time Zone and Display
Settings link.

3. Select your institution in the Color Theme drop down list.

4. Click the Save button.
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