@;& eProcurement & @
GeorgiaF/RST Marketplace

eProcurement and GeorgiaFIRST Marketplace

User’s Guide
for

Requesters

Information Technology Services
Version 1.0

Last Updated: 02/08/2011



% eProcurement & “;

_GeorgiaFRST Marketploce ke Table of Contents

T oo [¥ Lot o] o TSP P TSP PR PP 7
Chapter 1: eProcurement and GeorgiaFIRST Marketplace OVEIVIEW ........ccecevveccciiiieeeeececccinieeee e 8
What are eProcurement and the GeorgiaFIRST Marketplace? ......oocueiviiiiiiiiiiiieeiriiec e 8
Benefits of ePro and the GeorgiaFIRST Marketplace.... .o iieiiiciiiiiiee e 8
TYPES OFf ROIES INVOIVEM.......eeiiiiiiiiee ettt et e e e et e e et te e e et e e e e e abeeeeenbteeeennbreeeennnens 9
2LeY LIy U o TSP 9
PrOCESS FIOW ..ttt ettt et e s bttt e sttt e bt e e s bt e e abe e e sateesne e e sabeesabeeeanbeesaneeenneeas 12
How does PSFIN pass along user information to GeorgiaF/IRST Marketplace? ......ccccovvvevvcieveiicieeeennen, 12
HOW DO APPIovals WOIK? ....oeii ettt sttt e e st e e s s bee e e s s e e e e s abee e e esnbeeeessnseneeennsens 13

(0 0T oY =T o o] oL = Yot fl 17 o 1T USSP 15
Chapter 3: eProcurement ReqUISITION BaSICS.....uiiiiiiieiiiiieeeciieee et et eitee e et e e s eree e e e e bae e e e sraee e e ennes 16
O=F T T I 2 (=To [T ]| Lo o T 16
Step H#1 — Define REQUISTEION .. ..uiiiiiiiiie ettt e e e s be e e s sbb e e e e sbaeeessnsaeeesnnnraees 16
Step H#2 — Add [HEMS AN SEIVICES ..uvviiiiiiiiee ettt ettt e e st e e e s ab e e e s stbeeeessseeessnreeeesnreees 18
Step #3 — ReVIEW aNd SUDMIT ....ciiiiiee e s e e e s ae e e e s are e e e saraee s 19
Chapter 4: Accessing and Navigating the GeorgiaF/RST Marketplace.......cccccoeveeeiieee e 20
Logging into PeopleSoft Financials Core SYStEM .......ccuiiiiiiiie ittt et e e e e 20
How To: Accessing GeorgiaFIRST Marketplace through PeopleSoft Financials Core System............. 20
GeorgiaFIRST Marketplace HOME PAGE .....ouiiiiiie ittt ettt e e s st e e s s e e e snraee s 21
Leaving the GeorgiaFIRST MarketPlace .....c.uuuiiiciiiei ittt e e e are e e s saaa e e e eanes 23
Chapter 5: Retrieving an Assigned Cart and Creating a Marketplace Requisition.........ccccceevcveeeiviieeeennne. 24
INOTIFICATION 1.ttt b e h e sttt et e bt e s bt e sbeesabe st e e beenbeesbeesaeesmees 24
Create a Basic Marketplace REQUISITION ......ccccuiiiiieiiiie ettt e e et e e eaaa e e e s nea e e e ennaee s 24
How To: Create a Basic Marketplace Requisition from an Assigned Shopping Cart .........ccccveeeennneeen. 30
Editing an Assigned Marketplace ShoppPIiNg Cart ......cccueiiiciiiei e 31
How To: Change a Contract for an [HeM .......ueii e 32
Charging a Requisition Line Item to a Different Chartstring.......cccoccuveiiviiiiiiciciieecce e, 32
How To: Charge a Requisition Line Item to a Different Chartstring ........cccccovveeeeciieececciee e, 33
How To: Charge Multiple Requisition Line Items to a Different Chartstring..........cccceccveeeecieeeiennneen. 34
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011

2



Georgia;g);sp;ﬁ::sgtg::ci.;i: Table of Contents
Using Multiple Distributions for @ Requisition LINe .........ccccveiiiiiieiiciiiec e 35
How To: Split Distribution for @ RequUiSition LINE.........coeecuiiiieee it ecrrre e e 35
Entering Asset Information for an e ........coi i e 36
How To: Enter Asset Information for a Requisition Lin€ Hem ........c.cevevciieiiiiiiie e 37
INSEItING Ad HOC APPIOVELS ..eeeiiiiieeeceieee e ettt e e ettt e e e ete e e e e etteeeeeetteeeeeataeesesteeesastaeessnsteseeasteeesssseessansens 37
HOW T0O: INSErt @an Ad HOC APPIOVET .....eevieeeeiiiee et ee ettt e et e e re e e e eatre e e e eabae e s esnbae e e esabaeeessaseeeesnnnees 38
Chapter 6: Creating a Special Request REQUISITION .......cccuiiiiiciiii et 39
Creating a Special Request REQUISITION. ......ciiiiiiiiiiiiiie it e s e e s s e e s sareee s 39
How To: Create a Special Request REQUISITION ...cc.uviiiiiiiiieiiiiee e 41
Charging a Requisition Line Item to a Different Chartstring.......cccccoveeeeiiiee e 43
How To: Charge a Requisition Line Item to a Different Chartstring .........ccccccveeeeicieieecciee e, 43
How To: Charge Multiple Requisition Line Items to a Different Chartstring.........cccccevecieeeeccieeeenee, 44
Using Multiple Distributions for @ Requisition LINe ........coccviiiiiiiiiiiciiee et 44
How To: Split Distribution for @ Requisition LiNE........ccccuiiiiiciiiiiiiiiee et 45
Entering Asset Information for an [EeM ........coo i e 45
How To: Enter Asset Information for a Requisition Line HemM ........c..eeeveiieiiciiiee e 46

Ta I =T T Y= Yo W o T Yol 1Y o] o] o1V o USRS 46
HOW T0O: INSEIrt @n Ad HOC APPIOVET ....eeviieeeiiiee e ecttee e et e e e ette e e e re e e e ate e e e s bte e e e nsteeesennteeesensreeasannees 47
Chapter 7: Working With REQUISITIONS . ..uviiiiiiiie ettt e st e e s e e e e s aae e e e eaees 48
MaNAGING REGUISITTIONS......uiiiiiiiiiiiiiiieee ettt e e e e s sttt e e e e e s s e sabbaeeeeeessesnssbeaaeeesssnssnsnnaens 48
HOW TO: Manage REQUISITIONS ..cceiiiiiiiiiiiiieie ettt ee ettt e e e s s st e e e e s setbbaeeeeesssssssrsnaeeeesssssanes 55

o [T o= g T 2 U= [0 14T o AP USRS 55

[ (o3 VYA W TRl o [ - T Y=Y [V 11| o] o PSR 57
Delete @ REQUISITION LINE ... ..uiiiieiiiee ettt e ettt e e e et e e e e bt e e e e ebteeeeebteeeesasteeesenbteeeeenssneesaseneenanses 58
How To: Delete @ REQUISITION LINE ...ciiciiiiiciiiec ettt vee e e st e e e s e e e e s abae e e sareeas 58
Canceling @ REGQUISTTION ...coouviiiieieiii ettt ettt iee e st e s be e e s abeesbeeesabeesabeesseeesabeennns 59
HOW TO: Cancel @ REQUISTTION......cicciiiiiieeee e eccitteeee ettt e e e eeeebrare e e e e e eeettbrreeeeeeessnnsnsseaseeeeessnnsnnes 59
Saving Favorite Items for Special Request REQUISITIONS .......ccccuviieiiiiiieicciiee e 60
How To: Save an ltem as a Favorite for Special Request RequUiSitions ..........cccceeecvieeeeciiieeeeciiee e, 61
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011

3



Georgia;g);sp;ﬁ::sgtg::ci.;i: Table of Contents
How To: Add a Favorite Item to Special Request ReqUISition..........eeeeciieeieiiiee e, 61
How To: Delete an Item from Your Favorites LiSt........cceeiieerieiiiiieniie ettt 62

Special Request Requisition TEMPIAtES .....ciiiiiiiiiiiiiiie e e e s saae e e s sareee s 62
How To: Create a Personal Template for Special Request Requisitions........cccccevevieeiiiieeeincieneennnee, 63
How To: Apply a Personal Template to a Special Request Requisition ..........ccccoeecvieeeviiieeeccciiee e, 64

Chapter 8: DESKLOP RECEIVING ...ccii i ettt ettt et e et e e e e rte e e e e rate e e e st te e e s ebteeeseabteeeeeasteeeesaseneeennsens 65

LT oY o 20Tl T AV o= SRS 65
How To: Create @ Desktop RECEIPL ...cciiuiiiiiiiiie ettt e s s e e s b e e e e nanes 66

Chapter 9: Requester NOtIfiCatioNS .......cuiiiiiiiiie e e e e sbee e e e sbee e e e sarees 68

Requester Notification #1: You have been assigned a shopping cart ........ccccceecveeiieceeeccciee e 68

Requester Notification #2: Your Requisition Has Been Approved........ccccccveeeeecierececiieeececiee e 68

Notification #3: Your Requisition Items Need to be Received.........cccouvveiiieiiiccieii e 69

Chapter 10: Searching for Items in the GeorgiaF/RST Marketplace ......cccccvveieeiivciiei v 70

UsINg SIMPIE (BASIC) SEAICN ....eiiiieeiiie ettt e e te e s e e sta e e st e e e nae e sabeeensaeesnteesnsaeenseens 71
How To: Perform a Simple SEArCh ..o it ee e e e 73

O Y= Yo Az [ s [l Te BY=F- Y ol s VOSSR 74
How To: Perform an Advanced SEarch ..........ooui ittt 77

SEArCH RESUIE DELAIIS. c...eeeeeiii ettt st ettt b e b e sae e saeesaneeane e 78

L= T =g S (T U PSPPSR 80

Searching from the PUrchasing SNOWCASE .........uiiiiiiiiiiiiiie et e s ree e e saraee s 82
How To: Search from a Showcased SUPPHET ....ceoeeeiiiieiiieeee et 82

BIrOWSE DY SUPPIIET ottt e e e et e e e et ee e e e et e e e e e e abae e e e ataeeeesteeeeennsaeeeenntaeeeannees 84
How To: Browse for [te@mMS Y SUPPIIET ...cooeeiiie et et e e e anaee s 84

ST o NN I =l oV - | <Y ={o] oY USSR 86
How To: Browse for Items by Cat@BOIY ....ccuuiii ittt 86

6 R 1Y = o ToTe (¥ ot f o] o o 1= 1 5 o o USSP 87
How To: Compare Products Side-DY-Side ........ccourriirieiieeiiiieeee ettt e eeecaree e e e e e e esearaaeeeeeeeeeeanes 87

Searching from PUNCh-OUL SUPPIIEIS ..ccc.eeiiie ettt e e e et e e e ata e e e e atae e e ennaeeas 89
How To: Search from PUNCh-OUt SUPPIIELS ....eoeeeiiieeeiiiie ettt e e e 89

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0

© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011

4



Georgia;g);sp;ﬁ::sgtg::ci.;i: Table of Contents
Chapter 11: Creating Your Own Marketplace ReqUISITION.........ccoccieieiiiiiii e 91
ACTIVE VS, DIafl CartS..eeeuiieiiiieiiee ettt ettt et st e sttt e st e s abe e e s bt e sabeeesmteesabeeeneeesnseesneeesaneenas 91
JA¥o o Nl a2 Y oW L =T o I Lo T T G- o O PP 92
How To: Add Items to your Shopping Cart from the Product Search Results Page.........cccccceeeeeennnens 92
How To: Add Items to your Shopping Cart from the Product Description Pop-Up .......ccccceeevreeenneee. 93
How To: Add Items to your Shopping Cart from Product Comparison.........cccceeeeevieeeeiiieeeesceveee e, 94
How To: Add Items from @ PUNCh-OuUt SUPPIIEI......uiiiiiiieeecee et e 94

Y glo] o o1 1o Y- O Tl o =PSRRI 95

Y gloT o] o 11 oY= 0 Tl \VF- T2 o[ RSP 95
How To: Rename Your SHOPPING Cart.......ccocciiiiieiiiiieeciiieeeeciiee e erte e e esire e e e aae e e esarae e e e snaeeeesnssneesennees 96
Removing £emMSs from the Cart.........oociii it e e e e e rte e e e e are e e e enaee e e ennees 96
How To: Remove Selected 1tems from @ Cart........coceeiieiieriirieeeeeeeee e 96
How To: Remove All Items from a Shopping Cart.........ccveeeiiiiieiiiiieecccee e e 97
Updating the Quantity of [temMs iN @ Cart.......ccoovviiiiiiiiie e e 97
How To: Update Quantity of Ite€mMS iN @ Cart.......cvueiiiciiiiiniiie e 97
Selecting the Applicable Contract for an M .......ccuiii i et 98
How To: Select @ Contract for an [eM ......cocueiiiiiiiiiiee et 98
Selecting Fulfillment Addresses (applies only to fax or email SUPPErs).....cccccuveeevciiiiecciieeeccieeeee, 99
How To: Select FUIfillmMent ADAress ........cooiieiiiiiiiieeeeee ettt ettt e 100
Deleting @ SHOPPING Cart .....vviii ittt e st e e st e e s st te e e s sbeeeessabeeeesssbeeeeesseeeessseneenans 101
How To: Delete @ SHOPPING Calt.....coocuieiiieiiie ettt e rree e e s e e e e sbee e s s snbaeeesnreeas 101
Creating ePro Requisition from YOUTI Cart .........eiiioiiiii ettt etee e e eete e e e earae e e e e 102
How To: Create an ePro Requisition from Your Own Shopping Cart.........ccoceeeeecieeeeecciieeeecieee e, 102
MOTrE @DOUL DIraft CartS....cooueeieeriieiie ettt ettt ettt st ettt e b e s bt e saeesaee et e enbeesbeesnaenas 103
HOW TO: Create @ NEW Cart... ..ottt e e nre e e e e e e s 104
Adding I£emMS 10 @ Draft Cart ..cccueiii i e s e e st e e e sbreeeesaree 105
ReVIEWING LINE ITEM HISTOIY ..eoiiiiiiiiieiiee ettt ettt e st e e s e e s b e e e snre e e e snnneeenas 107
HOW TO: ReVIEW LiNe [teM HiSTOIY ..ciiiiiiiiiiiiiiiieieteieeeeeeeeeeeee e ee e e eeeeeeeeeeeeeeeeeeeeeeeeseessseseseenees 107
Chapter 12: GeorgiaF/RST Marketplace FAVOIITES .......ccccuviiieciiieeecieee ettt e e e bae e e saaee e 108
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011

5



Georgi;g)‘:;;os::::tg::c&e Gjo Table of Contents
FAVOITEES . .ottt e e e a e e s a e e san 108
Creating FaVOorites FOIARIS .. ... ettt e e e e e e rr e e e e e e e e e e nsreeaeeeeesenansraaaeaaanas 108

How To: Create a Personal Folder or SUb-Folder............ooiuiiiiiiiiiieie e 109
AddING HEMS @S FAVOIEES ..uviiiiiieii ittt ettt st e e s st e e e sate e e e sateeessnteeeessseeeesanees 110
How To: Add an Item as @ Personal Favorite ........ccouiiiiriierieniereeneene e 110
Adding Favorite [teMS t0 YOUT CArt .....ccciciiiii ittt e et e e e etaa e e e e ate e e s eatae e e e nteeeeennees 112
How To: Adding Favorite Items to Your Cart from the Favorites Tab......cccccvceeevcvieiiniceee e, 112
Moving and Copying Items BetWEEN FOIAEIS ......ueiiiiiiiiiiiiiiee ettt e e s e e s sbeee e 113
How To: Move and Copy [tems BetWeen FOIAErS.......cccuuiiiieiiiiiiiiee ettt 113

o [T o =g o= Vo T g I =T s o TSRS 114
How To: Editing FAVOIIte [EBMS ... ..vieii et e e e e e tee e s e e e e s e atee e e ennes 114
Deleting Favorite Items and FOIEIS .......oci ittt e e e et ae e e e sba e e e e eraeeeeans 115
How To: Delete an [tem from FavOrites......c.ooiiii ittt et e 115
How To: Delete a Folder from FaVvOrites........ooueiiiiiiiieiiieie ettt 116
Chapter 13: User Profile in GeorgiaFIRST Marketplace .......coccveeeiicieiiiiiiieeceiieeeesvtee e e e esveee e 117
How To: Update Color Theme to Match SChool LOZO......ccccuiiiiiiiiiiecieee et 118

L T oYV IF=1 o TP 118
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0

© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011

6



% eProcurement &y

GeorgiaF/IRST Marketplace 5o Introduction

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 GeorgiaF/RST 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 —v1.0
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011
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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 —v1.0
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011
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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 GeorgiaF/IRST 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 GeorgiaF/IRST 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 GeorgiaFIRST 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 GeorgiaF/IRST 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/IRST Marketplace, the PS assigned roles
inherit permissions within the GeorgiaF/RST 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 —v1.0
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011
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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 GeorgiaFIRST 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 FeopleSoft User- no exp

BOR_AD_HOC_APPROVE

BOR_AP_INQUIRY
BOR_AP_REPORTS
BOR_EP_BUYER_CENTER
BOR_EP_CHG_REQUEST
BOR_EFP_INQUIRY
BOR_EF_MAINT_REQ
BOR_EF_PROCESSES
BOR_EF_REQUESTER

omize | Find | View All

BOR PeopleSoft User-no
exp:

[WF] Ad Hoc Approver for
Regs

Accounts Payable Inquire
Accounts Payable Reporis
Buyer Center

Change Request
Requisition Ingquiry
Requisition Add, Maint, Copy
eFro Processes

ePro Requester

st E 1-10 of 46 )

Route Control

Route Control

Route Control
Route Control
Route Control
Route Control
Route Control
Route Control
Route Control

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 | QL Ship To: RECEMING |QL Use Only Assigned Catalogs
[l consolidate with other Reqs O Open
Location Set ID: 27000 |Q Location: PROC &} Price Can Be Changed on Order © pending
PO Origin SetiD: 27000 |3, Origin: [ = [ Detauits Inventory BU
Currency: l:IQ
Phone: [ | Fax: [ |
GL Unit Account Fund Dept Program Class Project Bud Ref
[z7000 j@ | |e. [weoo @ [1os3z00|@  [16300 |2 [11000 ]2 | | 20112
Catalog Information Customize | Find | View All | 38 First 4] 4 or 1 [*] Last
Default *SetlD *Catalog ID Description
O <3 e =

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: SHUMPHREY Sherry Humphrey
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
SHUMPHREY & O O [=]
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
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Process Flow

Overview

Now that you know all of the roles involved, below is the process flow beginning with Shoppers and

ending with the Accounts Payable office.

N
Shoppers use the

GeorgiaFIRST Marketplace

to select goods they
request to have purchased

Shoppers assign their
completed shopping carts
to their assigned Requester

~

The Requester is notified
by email of this newly

v

assigned cart

o . . J G
Y
The Requester logs into the The Requester finishes the The Approvers
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
G . G J .

v

Once fully approved, the
PeopleSoft Financials system
automatically budget checks

the requisition

|

Once the requisition has a valid budget check
status, the PeopleSoft Financials system

J

purchase order and dispatches it to the vendor

'L automatically sources the requisition into a

.
The vendor fulfills the
order and sends the item
and invoice to the
Institution
.

The institution receives the
item

How does PSFIN pass along user information to GeorgiaFIRST Marketplace?

The AP Office pays the
invoice

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
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved.
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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 [f 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 —v1.0
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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 —v1.0
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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 4a 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 —v1.0
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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 —v1.0
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ePro Requisition Basics

ORACLE

= eProcurement

[- Buyer Center

— Create Requisition
— Manage Requisitions

|*

Create Requisition

Worklist Add to

— Approve Requisitions
— Receive ltems

B E‘

1. Define Requisition

El; 2. Add Items and Services \i‘ 3. Review and Submit |

— Procurement Card Center

— Repors Specify requisition name, requester, and other information that applies to the entire requisition.
:_‘—wﬁﬂﬂe‘ﬂﬂle Business Unit: l:lQ Augusta State University
Defniion == *Requester: ‘jqwaters |Q Judy Q Waters *Currency: l:l
Requisition Name: | | Priority:

There are no lines on this request. o

Please add new line in order to

Accounting Defaults
S

Chartfields1 Details

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

Total Lines: 0 Buyer: l:lQ Category: |:|Q Unit of Measure: |:|Q
Total Amount (USD}. 0
Ship To: RECEIVINGC, [=1 Modify Shipping Address

o Aseet Information

Location GL Unit Account Fund Dept Program Class Project Bud Ref Budget Date
[PRoC @ [z7000 o | |@ [10600 | [1063200|@ [16300 @ [11000 |2 | | 2011 [11z3z010]5 =]

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 Attention To

e Chartfields

Due Date (N/A for GeorgiaFIRST Marketplace Requisitions)

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

© 2011 Board of Regents of the University System of Georgia. All Rights Reserved.

Requesters User Guide —v1.0
02/08/2011

17



% eProcurement & ",

GeorgiaF/RST Marketplace &« ePro Requisition Basics

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 GA FIRST 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.

ORACLE'
Home Worklist |

[~ eProcurement A

[- Buyer Center

— Create Requisition o

— Manage Requisitions Create Req uisition

— Approve Requisitions

— Receive ltems b = =

— Procurement Card Center E‘ 1. Define Requisition E’; 2. Add ltems and Services \g 3. Review and Submit ‘

- Reports : — — : : :

— Wy Profile Add lines to the requisition, specifying the information necessary to procure each item or service

— Detail Jobcode/Role Search: | @, Search

Definition -
— Reauester Intearation Lo Catalog | Favorites | Templates | Forms | GaFirst Marketplace | Special Request
— Browse Catalog
Requisition Summary *Selecta catalog: | NIGP CODE TREE v| * Choose fml?:] a\:ja”azle et
" - _ C in the dropdown lis
There are no lines on this reguest. D | KK « Navigate categories by
Pleaze add new line in order to C\.ICKIr.Tg folders
save this requisition. + Viewitems in a category by
clicking the category name

Total Lines: 0 + Use the checkboxes to select
TutalAlnes. 1 USD): 0 categories to search below

otal Amoun ).

Search Catalog

Search contains all of the following search fields entered: 3, Search
Description: | Search Seftings
Manufacturer: |

Manufacturer's ltem ID: |
Vendor: |
Vendor Item ID: [
item ID: [

|

UPHN ID:

[Tinclude Images

Review and Submit

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 Requesters User Guide —v1.0
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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.

ORACLE’

Home WWorklist Add to Favorite|

=~ eProcurement A
[ Buyer Center B
~ Manage Requisitions Create Requisition
- Approve Requisitions =
— Receive ltemns B F
- 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: Augusta State University
Definition

1. Define Requisition Eb; 2. Add Items and Services \g 3. Review and Submit

|<

Requester: Judy Q Waters *Currency:

. jority: Medium
Requisition Summary Requisition Name: Priority: __
Description Qty UOM Requisition Lines
File Folders 3 BOX

Line

Description Vendor Hame

Total Lines: 1 [0 1 FileFolders Officelax, Inc. 30000 Box fEEg 2097 B
Total Amount (USD). 29.57

[ Select All/ Deselect All Total Amount: 29.97 USD

L addtofavorites | |53 Wodify Line / Shipping / Accounting | mDelete|

Justification'Comments

[ send to vendor [ Show at Receipt [] Show at Voucher
TG CheckBudget \

[ save as Template

) save & suomit | save & preview approvals| ¢ cancel requisition | Fing more iterms

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.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
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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 —v1.0
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ORACLE’

Worklist Add to Favorites

= eProcurement A

G i h-Papne  profile

[ Buyer Center Bl

— Create Requisition Georgia Gwinnett] Horne/shop Search for _ Go

— Manage Requisitions COLLEGE

— Approve Requisitions S homefshop forms i

— Receive ltems

— Procurement Card Center

— My Profile

w
[- Travel and Expenses = Shop |Everyth|ng v| advanced
“ | -m search
There are no lines on thiz request.
Go to: favorites | forms | quick order Browse: suppliers | categories | contracts | chemicals
Pleaze add new line in order to
save this requisition. . . 2
Welcome to the Georgia Showcased Suppliers E
Total Lines: Gwinnett
. College Marketplace site!
Total Amount (USD}. A R
@M' ontifi BII"IVIE’I':OQEI'I Office DEPOT | | smnaa-aomcH J;Irgtahs
Please use our new Agency ! ou

Contract with Mellow Mushroom
Pizza for all catering.

Action Items : Harry's InterTechnolog

Hardware ies Corporation
- My Orders

Requisitions

Recently Completed (1)
Purchase Orders
Recently Completed (1)

Punch-out g
Lab Supplies

+ View Approvals * { }
e

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/shop
tab and select the shop sub-tab. Or you can click the Board of Regents logo in the upper left corner to
return to the home page. It is important to be able to navigate through the GeorgiaF/RST 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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ORACLE'
=

Georgia
Perimete!
J Co]lege Home/Shop 2

Two Years That Will Changas

{ 7 Shop [Evenything | |[8o] advancecsearcn ]

Go to: favorites [forms | quick order Browse: suppliers | categories | contracts | chemicals

Welcome to the Georgia Perimeter College

BU page
9

Action Items
My Orders 8
Requisitions InterTechnolog ies
Recently Completed (5) Corporation
Purchase Orders
Recently Completed (2)

LW | ==

My Resources
ProductReleass Library 5 email: ohons: +1 (4041656 -2456

1. User Information: In the upper left corner of the GeorgiaFIRST Marketplace, you will find your
User Information. In this area is the user name, a link to the user profile, and the logout link.

2. Screen Title: The screen title indicates the title of the current page that you are on.

3. 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.

4. Quick Search: This quick search feature allows for a variety of searches to be executed
anywhere in the marketplace. To use this feature, a search option must be selected and search
criteria must be keyed in. Clicking the “Go” button executes the quick search and displays the
results in the appropriate search results screen.

5. Navigation Tabs: Across the top of the GeorgiaFIRST Marketplace are the primary navigation
tabs. By clicking on a tab, the screen refreshes to display sub-tabs for the topics or functions
covered in that particular part of the Marketplace. The tabs that you see are dependent on your
permissions. The order of these tabs may be changed in your User Profile.

0 Home/Shop: This tab is used for shopping and provides quick access to other parts of
the application.

0 Favorites: Use this tab to create and define personal favorites folders and items.

0 Carts: View and modify the current shopping cart, create new carts, delete existing
carts, and prepare the active cart for processing.

0 History: Contains a repository of various documents within the application.

0 Profile: Used to review and update personal user information.
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6. Navigation Sub-Tabs: Once you select a tab, additional sub-tabs may be available. If sub tabs are
available, they will be located just beneath the primary navigation tabs.

7. 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.

8. Action Items Box: This box contains quick links to important information for the user logged in.
Depending on your role, the information displayed will vary.

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. Purchasing Showcase: The Purchasing Showcase is used to highlight suppliers recommended by
your institution’s Procurement Department.

11. 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.

12. 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 GeorgiaF/RST 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 —v1.0
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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.

ORACLE

Worklist Add to Favorites

~ eProcurement
[» Buyer Center

|>

— Create Requisition o
- Manage Requisitions Create ReqUISItlon

— Receive ltems
— Procurement Card Center
— Iy Prafile Add lines to the requisition, specifying the information necessary to procure each item or senvice.

5 .
[ Travel and Expenses = Search: || ), Search
Catalog | Favorites | Templates GaFirst Marketplace || Special Request
Requisition Summary -

Mmoo | =
Loge: |5 oy Description
There are no lines on this request.

GeorgiaFirst Marketplace

— Approve Reguisitions —' = =
T 1. Define Requisition E‘@ 2. Add Items and Services \g J. Review and Submit |

Forms

Pleaze add new ling in order to
save this requisition.

Review and Submit
Total Lines:

Total Amount (USD}.

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 box whether or not

you have any carts assigned to you. You may need to expand the “Approvals” section by clicking on the +
button.
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ORACLE’

Worklist Add to Favorites

‘ ’ ’ " Draft Cart or add Itern to Cart
ia Gwinne 0 Catalog hio. (skwy V| |l

[ Shop |EVEF\{thing V|| || Go | advanced search

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

Welcome to the Georgia Gwinnett Showcased Suppliers ?
College Marketplace site!

Please use our new Agency Contract with @m B'HV'EWQEH Office peror SIEMA-ALDRCH Airgas South
Mellow Mushroom Pizza for all catering. ul

Action Items

- My Orders

Harry's InterTechnolog
Requisitions Hardware ies Corporation
Recently Completed (1)
Purchase Orders
Recently Completad (1)
?
- Approvals Punch-out :
My Assigned Approvals panpnnlics
Carts Assigned to me (5)
(G}~

Second, if you go to the Carts tab and select the draft carts sub-tab, 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 sub-tab.

ORACLE

G

(LIS ERVBLEY: GeorgiaFirst Marketplace Shopping Cart - Drafts
COLLEGE

Add to Favorites Sign out
3

Create Cart
Assign Substitute

Drafts Assigned To Me legend ?

Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete

>z 2011-01-22 40SHOPPER 01 1/22/2011 5,623.92 USD Delate

2011-01-24 40SHOPPER 01 1/24/2011 54.94 USD Delete

2011-01-24 40SHOPPER-5S 01 1/24/2011 75.90 USD Delete

2011-01-24 40SHOPPER-SS 01 1/24/2011 51.98 USD Delete

Office Supplies -01-22-2011 1/22/2011 284.01 USD Delete
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To begin reviewing the order, click on the shopping cart icon or 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.

ORACLE’

Add to Favorites

w . 4, Continue Shopping 3 Item(s) for a total of 284.01 Uso
Shopping Cart i et osouza
Name this cart: |Of-fic:e Supplies -01-22-2011 [| Proceed to ChECkDUtl }r Assign Gart |
Have you made changes? Update [a] | L7/ Help | Empty Cart | | Perform an action on (0 items selected) |v| Select all [
Office Depot more info...
Product Description Unit Price  Quantity Total [
Item added an | Tops(R) The Legal Pad - iti . in. in, 35.72 uso -
iyl ps(R) gal (R) Glue-Top Writing Pads, 8 1/2in. x 11in 142.88 uso [
Narrow Ruled, White, Pack Of 12 4 12/DzZ .
Add to Favorite Update
& | Part Number 420588
Remove Manufacturer Info 7529 - (Tops)
More Actions | ¥ larger image
Item added on i in. in., — 8.27 Ush .
rem 2dded on Foray(R) Wirebound Notebook, 5 1/2in. x 8in., Narrow-Ruled, 66.16 uso [
100 Pages, White au 1/EA .
Add to Favorite Update
& Part Number 838500
Remove Manufacturer Info 9957800 - (Office Depot)
|| More Actions | hd | lsrnar imana

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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ORACLE’

G

EELEERGLLEY Summary - Draft Requisition
COLLEGE

Add to Favorites

|53

histary

Issue Requisition

Assign Cart

4, Return to shopping cart 4, Continue Shopping

i 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 | Carnrnents (1) || Histary

Summary @ ?
Hide header Hide value descriptions
General ?
Cart Name Office Supplies -01-22- edit
2011
PO Clauses adit clauses...

001 Substitutions
004  System Wide Terms

view all clauses - (2)

Business Unit Georgia Gwinnett College
{40000)

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
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.
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ORACLE’

Worklist Add to Favorites

> eProcurement - Help A
[ Buyer Center b | T
— Create Requisition o
— Manage Requisitions Create Requisition
— Receive ltems 1 “f‘ 1. Define isiti E‘; 2. Add Items and Services \& 3. Review and Submit
— Procurement Card Center y
- Repors Review the details of your requisition, make any necessary changes, and submit it for approval
— Wy Profile
— Detail Jobcode/Role Business Unit: Georgia Perimeter College

Definifion A
“= ‘Requester: AJURGENS @ Chapman Brian K *Currency:

Requisition Summary Requisition Name: Priority:
Description Qtyuom Requisition Lines

Tops(R) Thelegal 4 DZ

Pad(R) G

3M Scotch(R) 2 FK ©[0 1 Tops(R)The Legal Pad(R) Gl Dozen 35720 14288 [0

Masking Tape, 4.0000

Office Depot(R; 2 PK

Paperchfx ® r[] 2 3MScotch(R) Masking Tape — 1930 BBO

2.0000
TotalLines: : »[] 3 Office DepoliR) Paper Clin 12.450 26.90 B2
Total Amount (USD}. 189.08 2.0000
[] Select All  Deselect All Total Amount: 189.08 USD
L sddtofavortes | [ MooityLine ) Snipping/ Accounting | ] Detete |
Justification/Comments Moy information on selected
| )
[ send to Vendor [ Show at Receipt [] Show at Voucher
a3 Check Budget
[ save as Template
Save & submit ‘ B SaVe & preview anorova\s‘ 3¢ cancel requisition ‘ Find more 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

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
requisition for approval, you click the Submit button. At this point the system routes the requisition
lines to all required GeorgiaFIRST approver’s Worklist.
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— Manage Requisitions
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ORACLE' Home: Worklist Add to Favorites _Sign out

Total Lines:

Total Amount (USD). 142288

- Approve Requisitions —' Confirmation
— Receive ltems
— Procurement Card Center
- Reports
— My Profile Requested For: Jurgens Amy J Number of Lines: 1
- Detail Jobcode/Role
Definition ~| Requisition Name: 0000400843 Total Amount: 142.88 USD
— —
ID: 0000400543
RN TSR TR Business Unit 71000
Description Qtyuom
Tops(R)TheLegal 4 DZ Priority: Medium
PadR) G Budget Status: Not Checked

f

Department and Proj. Approval

= Line 1:Pending [ElStart New Path
Tops(R) The Legal Pad(R) Glue-Top Writing Pads, 8 1/2in. x 11in, Wide Ruled, White, Pack 07 12

Department and Proj. Approver

Pending
@Elamah James B

Req-Dept Mor-Line Level

Logistical Services Approval

=~ Requisition 0000400643: Awaiting Further Approvals [#]Start New Path|
Buyer Approval
Not Routed
Woods blardina R
E-’ @Buver Approval -E
\ Edit Requisition | Check Budget |

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

1. Loginto PeopleSoft Financials Core System.

2. Inthe menu, select eProcurement.

3. Select Create Requisition.

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

5. Select the GeorgiaFIRST Marketplace link.

6. Inthe GeorgiaFIRST Marketplace, select the Carts tab.

7. Select the Draft Carts sub-tab.

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

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

10. Select the Proceed to Checkout button.

11. Select the Issue Requisition button.

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

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

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

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

necessary.
16. Add a comment on each requisition line if needed by clicking the “call out” (comment) icon at
the end of the line.
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17. Add a header comment to be attached to the requisition if needed, using the
Justification/Comments section.

18. Click the Save and Preview Approvals button.

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

20. 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 Assigned 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, or
selecting the cart icon. 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.

ORACLE’

Workiist Add to Favorites

> eProcurement Georgia
> Buyer Center -
n Per‘lmete il 29 AJURGENS - 2 | 3 item(s), 144.8
: 4‘ College st sesren for TR I

ement Card Center
- Reports
— My Profile
— Detail Jobcode/Role

Definition
"\ . 4 Continue Shopping 3 Item(s) for a total of 144.80 UsD
There are no ines on this request b= Shopping Cart o amy jurgens
Please add new line in order to Name this cart: ‘AJURGENS -2 Proceed to Gheckout | or | Assign Gart |
save this requistion
Total Lines: 0 Have you made changes? Update £ 1 @ Help | Empty cart | [Fzrform an action on (0 it [+] selectall [~
Total Ameunt (USD). 0
Office Depot mor= info...
Product Description Unit Price Quantity Total [~
Irem added i i i 129.99 U5 .99 s
am atded o0 Office Depot(R) Brand Ashton Fabric Task Chair, Gray s ‘E; 129.99 uso [~
P o Part Number 155269 changs price..|  Update
Manufacturer Info RTP-020210 - (Office Depot)
_Remove | Contract Test Agency Contract - Herger more info...
ore Actions | 7 | jarger image 98-12345 change...
Irem added on BIC(R) Cristal(R) Ballpoint Pens, Medium Point, 1.0 mm, Black, Box 0f 12 4 492u [y | 4.92 us0 [~
Nov 5, 2010 . 12/07
Add to Favorites Part Number 375008 change prics... _Update
Manufacturer Info  MS11BLK - (BIC)
Remoe | Contract Test Agency Contract - Herger mora inf...
More Actions | v larger image 98-12345 change...
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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, go to the Carts
tab.

Select the draft carts sub-tab.

Locate the cart you wish to process in the Carts assigned to me section.

Make the cart active by clicking on the cart name hyperlink or the cart icon

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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Worklist

= eProcurement
r Center

reate Requisition

Georgia
Perimete!

E| a College

Two Years That Will Change Your Life|

anage Requisitions
pprove Requisitions
eceive ltems

— Procurement Card Center

— Reporis

— Wy Profile

— Detail Jobcode/Role

Nefinifinn

Comments - Draft Requisition

active cart
—

P General

Requisition Summary’

There are no lines on this request.

Please add new line in order to
save this requisition

Add to Favorites

2% 2010-12-03 AJURGENS 01 | 1 item(s), 9.99 U

Ol catzaogbo. sk |

4) Return to shopping cart 4) Continue Shopping

Issue Requisition

or

Assign Cart

Total Lines: o
Total Amount (USDJ. 0

& 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
Amy Jurgens

Requisition assigned - 12/3/2010 12:26 PM
Please charge Dept 6509200 instead of defautt.

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.

[~ eProcurement
> Buyer Center

A

Worklist

— Creale Requisition e
~ Manage Requisitions Create Requisition
— Apprave - = =
_ Receive llems ‘ [%  iDefiner Ek  2Additemsand Services B 3. Review and Submit
- Procurement Card Center
— Reports Review the details of your requisition, make any necessary changes, and submit it for approval
- Wy Profile
- Detail Jobcode/Role Business Unit: Georgia Perimeter College
Nefinitinn ™
“= ‘Requester: [AJURGENS Q, Jurgens Amy J *Currency:
Requisition Summary Requisition ame: | Priority:
g:“';ﬂ‘m ; Q‘:U%'\): Requisition Lines
air Pneumatic = w—y
High with . —
<[ 1 chairPneumatic High with 8 Each 9.990 990 B
Total Lines: 1 1.0000
Total Amount (USD}. 9.8 Consolidate with other Regs Override Suggested Vendor
Shipping Line: 1 Due Date: = Quantity: 10000
Status: Active =shipTo:  |RECEMING '@ [=] Modify Shipping Address
Attention:  Hurgens Amy.J
“Distributeby: | 2% ~|  speedChart: | Q
Accounting Lirzs Customize | Find | il First (4] 1 or 1 [ Last
[ chertfisldst [ chartfieids? T Chartfieiis3 T  Detais T Asset information
Fund s Program Class Bud Ref Budget Date
10000 650910468 16400 QU 11000 Qo 2011 1203020+ [=]
[] Select All/ Deselect All Total Amount: 299 USD
L Additofavorites | |5 Modify Line / Shipping / Accounting ‘ mDe\ete‘

/Add to Favorites

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.
Locate the Accounting Lines section.
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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.

ORACLE’
Venu O]

I eProcurement -~

WWorkist Add to Favorites

[ Buyer Center

— Create Requisition

— lanage Requisiions Create Requisition
— Approve Requisitions = - - - - -
~ Receive Items Modify Line / Shipping / Accounting
~ Procurement Card Center
- Reporis
— My Profile Note: The information below does not reflect the data in the selected requisition lines. When the Apply button is clicked, the
- Detail Jobcode/Role 3 data entered on this page will replace the data in the corresponding fields on the selected lines.
N efinitic i
e L
Requisiton Summary Bwer [ Ja cawgon: L1«
Description Qty UOM
Chair Pneumatic 1 EA
High with spTo: [ @ [=] Modify Shipping Address
: Attention:
Total Lines: 1 ouepate [ |5 ‘ | speedchart| i<
Total Amount (USD)- °% |Accounting Information

First (4] 1 or1 M Last

Customize | Find | Viev

Chartfields1 Detals |/ AssetInformation

Percent GLUnit ~ Account  Fund Dept program  Class Project BudRef Budget Date

([ o ol afwmal ol [ Ja [ BEE
|

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. Inthe Accounting Information section, enter the new Chartfields Values 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 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’

Worklist Add to Favorites

[~ eProcurement ~ Help
> Buyer Center |
e Requisifions Create Requisition
Aporove Requisitions  |— 7= = "
i |E‘ 1. Define Requisiti [Et  2Additemsand Services B 3.Review and Submit
Review the details of your requisition, make any necessary changes, and submit it for approval
— Detail Jobcode/Rale Business Unit: Georgia Perimeter College
Nefinitinn hd]
EEEE— *Requester: |AURGENS @, Jurgens Amy J *Currency:
[Requisition Summary Requisition Name: | Priority:
Description Qty UOM Requisition Lines
Chair Pneumatic 1 EA T e
High with L ol
<[ 1 Chair Pneumatic High with B Each 9,990 900 B
Total Lines: 1 1.0000
Total Amount (USD)! .99 Consolidate with other Regs Override Suggested Vendor
‘Shipping Line: 1 Due Date: B Quantity: 10000
Status: Active +shipTo:  |RECENVING @ [ Modify Shipping Address

Attention:  Jurgens,Amy J

SpeedChart: | Q
Accounting Lines Customize | Find | View 41| 8
[ Chartfieldst T Chertfields? T chartfielss3s T  Detsis T Assetnformation

Line Status Dist Type *Location Percent Amount |GL Unit Account
1 Open MAIN C, 50,0000 71000 Q@ [714100/Q =
2 Open MAIN @ 50.0000 boo 71000 Q@ [714100 @ =

[ Select All  Deselect All Total Amount: 999 UsSD

First (4] 1202 [ Last

L ¢ scdtoravorites | [ Moaity Line/Shipping  Accounting | (] Delete |

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.

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.

o Uk 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.
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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 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’

Worklist Add to Favorites

[~ eProcurement

1>

Help
r Center
e Requisition e
age Requisitions Create Requisition
AP Requisitions | = =
_ Receive lems |E‘ 1. Define Requisiti Eh  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
— Wy Profile
- Defail JobcodeRole Business Unit: Georgia Perimeter College
Nefinitinn b
== +Requester: |AJURGENS Q, Jurgens Amy J *Currency:
[Requisition Summary Requisition Name: | Priority:
Description Qty UOM Requisition Lines.
Chair Freumatic 1 EA e
High with NS
<[ 1 Chair Preumatic High with B Each 2,000 000 20
Total Lines: 1 1.0000
Total Amount (USD) i Consolidate with other Reas Override Suggested Vendor
Shipping Line: 1 Due Date: El Quantity:  1.0000
Status: Active *ShipTo:  |RECEWING | [=] Modify Shipping Address

Attention:  [Jurgens.Amy J

~pistribute by: |0 ¥ speedChart: | Q
Accounting Lines Custorize | Find | View Al B8 First [4] 1 or 4 [¥] Last
[ chartieidst | Chartfienss2, | chartfiekisa T Detais [ Assetinformation

Am S e
Business | Profile ID ’;guumber caPx sequence  |EmpliD ‘ Capitalize |Cost Type
Unit

71000 @ forrruRc, C &l _al @& 0O [ &

Total Amount: 9.99 USD

L Addtofavorites | [ Modify Line / Shipping / Accounting ‘ ﬁDelelel

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 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 Marketplace 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.

X NoOWw
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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.

ORACLE’

Workist Add to Favorites

[~ eProcurement
[» Buyer Center
— Manage Requisiions Create Requisition

~ Help

— ApDrove = = e .1
- Receive ltems [ 1Define Requisit =k 2 Additemsand Sevices  ER, 3 Reviewand Submit ‘
— Procurement Card Center 3 N
- Reporis Add lines to the requisition, specifying the n ary to procure each item or service
— MyProfile search: | @ Search
— Detail Jobcode/Role -
Nefinitinn EI Catalog | Favorites | Templates | Forms | Web | Special Request
Special ltem
Requisition Summary
Description Qty UOM “item Description: |Local Newspaper Ad
Local NewspaperAd 1 EA
pap *Price: 499.00000 *Currency:
Total Lines: 1 ~Quantity: 1.0000 *Unit of Measure: EA Q
¥ 4989.00
Totel Amount (USD). *Category: 91571 Q Due Date: c]
Vendor ID: 0000026746 QU ATLANTAADVERTISING & Suggest New Vendor
MARKETING INC
Vendor Item ID:
Wig ID: Q
Wifg Item ID:
Additional Information
[ send to Vendor [[] show at Receipt [ show at Voucher
ok | cancel | AddorStarthew Type |

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.

Nou 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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10.

11.

12.

13.

14.
15.

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.
Select the 3. Review and Submit link.
To update a requisition line’s distribution information, click its Expand button and make
necessary updates.
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.
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.
Enter any justification or comments you wish to on the requisition header in the
Justification/Comments field and select the appropriate checkboxes.
Click the Save & Preview Approvals button.
Insert any additional approvers if necessary.
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 —

Description

Total Lines: 1 <[] 1 Local Newspaper Ad ATLANTAADVERTISING & | 1.0000 Each CERGET 49000 O
Total Amount (USD). 488.00 MARKETING INC
Consolidate with other Reqs [¥l override Suggested Vendor
+
Shipping Line: 1 Due Date: & Quantiy: [1.0000 F[=
Status: Active +shipTo:  |RECENVING @ =7 Modifv Shipping Address

Attention: | Chapman Brian K

“Distributeby: | @ ¥ speedChart: | Q
Accounting Lines Customize | Find | View A1l Bl 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 |
EEEE— *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.

X NoOWw
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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)

Working with Requisitions

Manage Requisitions
52
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: | 27000 (&} Requisition Name:

Requisition 1D: Q Request Status: All but Complete  + Budget Status: v
Date From: 11111/2010 &) Date To: 11/18/2010 El

Requester: Q, Entered By: 2, POID: Q

Search Clear

d The Requester specified has no Requisitions.

Create New Requisition  |nguire Change Request Inguire Receipts  Requisition Report
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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.
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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

e Action Drop Down box and Go button

Manage Requisitions

52

Business Unit: 27000 Q

Date From: 11452010 Eﬂ
Reweser |

Requisition Name:
Request Status:
Date To:

Entered By:

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

All but Complete

Mot Chicd v

Budget Status:

11/18/2010 El

[ =

PO ID:

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.

ReglD Requisition Mame BU Date Status Budget Total
0000403941 Eisenman-RESA 1stHal.. 27000  11M7/2010 Pending Mot 96.00UsD| BltSelect Actior » | Go
Chicd
P 0000403940  ATL Billboard #2 27000 11M7/2010 Pending Mot 2300.00U5D| &ltSelect Actior v | Go
Chicd
P 0000403939  ATL Billboard #1 27000 1117/2010 Pending Mot 1.300.00UsD| St Select Actior v | Go
Chicd
P 0000403938 Augusta Chamber Map Pro.. 27000 11M7/2010 Pending Mot 369.00uU5D| &ltSelect Actior v | Go
Chicd

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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¥ 0000402682 Camera Equipment 27000  10M5/2010 Received  Valid 2,646 88USD| &ltSelect Actior v | Go
Requester: Latoria Mashaye Harris ~ Entered By:  Latoria Mashaye Priority: Medium
Harris
Request Lifespan:
B 8 &£ g
A Purchase Change = N

Requisition Approvals Inventory Orders Request Receiving Returns Invoice 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 Part # KTOLC1815 Kata D-Ligh... Received 107.740 USD 1.0000 EA Southern Computer
3 Part # 80304001 Canon WB-58H... Received 178.790 USD 1.0000 EA Southern Computer
4 Part # VZROCK VariZoom VZRoc... Received 228400 USD 1.0000 EA Southern Computer

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/SP0/Docs_SPD_Generalfterms-conditions.paf. You may requesta
copy by calling the Purchasing Office at 7T06-737-1766

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

+ PO Information

2 Part# KTDLC181G Kata D-Ligh... Sourcing 1.0000 Each 107.740 USD 10774
Complete

} PO Information

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

b PO Information

4 Part # VZROCK VariZoom VZRoc., Sourcing 1.0000 Each 228.400 USD 22840
Complete

+ PO Information ]

I

FO's have been created for this Requisition. To view the PO details for a specific Requisition line
© clickthe 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 ftem ID: /A
Manufacturer: MIA

Mfg Itm 1D: MIA
Return to Previous Page
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¥ 0000403662

Requester:

Camera Equipment
Latoria Mashaye Harris

27000
Entered By:

10/15/2010 Received

Latoria Mashaye
Harris

Valid

Request Lifespan:

8

= @ &

2 G4 88USD &It Select Actior » | G0|

Priority: Medium

|
. Purchase Change = o 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 M Nichols
Entered on: 10/08/2010
Status: Approved Priority:
Requester's Justification:
SWC 90814

Abbreviated Terms & Conditions:

calling the Purchasing Office at 706-737-1766.

Line Dept and Project Approval

Business Unit: 27000
Requisition 1D: 0000403605

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
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:
hitp:/fwww doas.georgia.goviStateLocallSPD/Docs_SPD_Generalferms-conditions. pdf. You may request a copy by

¥ Line Information

* Review/Edit Approvers

Medium

= Line 1:Approved
HP De=kjet 500 color all-in-one printer

Department Approval

Approved
Carglyn Cannan
Reqg-Dept Mgr-Line Level
10152010 - 11:03 AM

Approved

¢ Catherine A Barner
Inserted Approver
10415/2010 - 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.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
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Manage Requisitions
&2
To locate requisitions, edit the criteria below and click the Search button.

Business Unit: Q Requisition Name:
Requisition ID: |:|Q Request Status: | All but Complete |+ | Budget Status: v
Date From: Eﬂ Date To: Eﬂ

Requester: Q Entered By: I:IQ PO ID: I:IQ

Search Clear

Toview 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.

Req D Requisition Name BU Date Status Budaget Total
I 0000400644 0000400544 71000 12/03/2010 Canceled  Valid 0.00USD =CSE"*C‘-“CNU”--"G"|
0000400643 0000400643 71000 12/03/2010 Pending Mot 142 85030 =CSeletﬂ-‘\diﬂﬂ--\'GG|
Chicd =Zelect Action.. =
Cancel Requisition
[ DODD400B39  TestKSU P-Out-no Vnd... 71000 11/29/2010  Pending Mot 3-215-?5U5DCheckEludqget ﬂ
Chk'd Edit Requisition
Requisition Cycle
View Approvals

Create Mew Requisition  Inguire Change Request Inguire Receipts  Reguisition Report

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.

ORACLE’

Workiist Add to Favorites

I~ eProcurement ~ Help
[ Buyer Center
- Create Requisition
— Manage Requisitions Edit Requisi[ion
- eR 5 — _
- Receive ltems ‘E‘ 1. Define Requisiti E¢ 2 Addlemsand Services B 3 Review and Submit ‘
- Card Center
- Reports Add lines to the requisition, specifiing the information necessary te procure each item or senvice.

— My Profile . Search
~ Detail Jobcode/Role searcr | M
Definition hd Catalog | Favorites | Templates | Forms | Web | Special Request
e ———
Special ltem
Requisition Summary

Description Qty UOM “ltem Description: | Local Newspaper Ad

Local NewspaperAd 1 EA “price: 49000000 BT
Total Lines: 1 *Quantity: 1.0000 Unitof Measure:  EA Q
Total Amount (USD). 499.00 “Catagory: B NG Date =
Vendor ID: 0000026746 @ ATLANTA ADVERTISING & Suggest New Vendor
MARKETING INC
Vendor Item ID:
WMfg ID: Q

Mfg Item 1D:

Additional Information

[ send to Vendor [] Show at Receipt ] show at Voucher

ok | cancel |  AddorStartNewType |

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 —v1.0
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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 ~

= 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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Canceling a Requisition

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.

Manage Requisitions

o

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

Business Unit: | 71000 Q. Requisition Name:

Requisition ID: Q Request Status: | All but Complete  |» Budget Status: b
Date From: 112612010 [5) Date To: 12/03/2010 E

Requester: BCHAPMAN_71 QL Entered By: Q. POID: e}

Search Clear

Toview 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.

ReqlD Eequisition Mame BU Date Status Budget Total
I DDO0400645 0000400645 71000  12/03/2010 Pending Mot 1,008.09UsD| <Select Action.. v ﬂ
Chk'd =3elect Action..=
Check Budget
Edit Requisition
Requisition Cycle
Create Mew Requisition  Inguire Change Reguest |nguire Receipts  Requisition Report View Appravals

How To: Cancel a Requisition

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 Cancel Requisition.

Click the Go button.

On the Requisition Details page, select the Cancel Requisition button.

On the Manage Requisitions page, the requisition status should change to Canceled.

NV A LN
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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 Favorites
[+ 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 ‘ Gk 1.pefine :l

—F Card Center r— rry—
— 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 hd

= Requester:
Requisition Name: 0000400645 Close ]
Requisition Lines

Line Description

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

> 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]

[] 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 Items
and Services page.

Worklist Add to Favorites

i~ eProcurement ~

Help
I> Buyer Center
- Creale Requisition
— Manage Requisitions Edit Requisition
~ Approve Requisitions | — -
- Receive ltems ‘D:: 1. Define Requisiti Es 2. Addtemsand Services B 3. Review and Submit ‘
-F Card Center
~ Reports Add lines ta the , specifying the ¥10 procure each item or service
— My Profile Search: | ) Search
~ Deail JobcodeiRole
Definition AR Cataiog [Tavorites | Templates | Forms | Web | Special Request
- i e A e EEE
e
summm O # Local Newspaper Ad ADVERTISING & 499.000 USD EA 10000 EdAdd

Local NewspaperAd 1 EA MARKETING INC

Local Magazine Ad 1 EA [ Select Al / Deselect All

L E add | [ Delete from favorites

Review and Submit

Total Lines: 2
Total Amount (USD).  1,088.58
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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
guantities 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 —v1.0
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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

Special Request Requisition Templates

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

Click the Favorites tab.

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

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.
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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 wN R

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

Sm 0 oo o

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.
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.

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.

NouhkwnNe

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.

11. Click the Save & Preview Approvals button.

12. Insert any ad hoc approvers as necessary.

13. Click the Submit button.
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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.

Receive Items

You have 1 line open for receiving

Receive Selected .
and go to the Receive Form
{ Requisition Lines to Receive | Purchase Order Defails

Req BU Requisition Item Description

Customize | Find | View All | 2 First |I| 1 of 1 |I| Last

TotReq Accepted ;
QuyAmI o Date UOM Ship To Vendor

Y —— ; =
Chairs for X99 Seminar Chairs, FABIMESH

N A \! |
27000 Furchasing F{D wm. Hard Casters Pad# P 1 EA  RECEIVING HAWORTH-001
XE40-0140
Check All Clear All

Ingquire Receipts Inguire Return to Vendors
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On the Receive Form, you will indicate the Receipt Date and how many you received.

Receive Items

New Receipt
Business Unit: 27000
Receipt Status: Open

*Received Date: |11/11/2010 E!'J

PR - " T o5
Customize | Find | View All | &
Received

] . Accept
Line Item Id Item Deﬁcngﬂon *UoM
= Qty - Oy
1 X99 Seminar Chairs. FAB  [1.0000 | B [EA | 1.0000 B

Add Mew Receipt Inguire Return to Vendors  Inquire Receipts

First [ 1 of1 ™ Last

Reject Shipment

Save Receipt

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.

RECEipt Saved Successfully
You have saved receipt # 0000400613 containing the following items:

Line Received Gty

ltern Description
%99 Seminar Chairs, FABIMESH, FXD Arm,
Hard Casters Part # X640-0140

1.0000

Return to Manage Requisitions Return to Receiving

Reject Oty

Accept Oty
1.0000

How To: Create a Desktop Receipt

1. Log into 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.

11. Click the Save Receipt button.

eProcurement and GeorgiaFIRST Marketplace
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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.

Requester 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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- Requester Notificat
)
GeorgiaF/RST Marketplace equester Notirications
"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 &
i i P - x g < T % Safe Lists ~ v g I3
4l 3R = = & =" 59 | 2 peitea || 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

rofile | logout

[ Shop |Everything V| |Enter search keywords here ‘ advanced search J
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals
Welcome to the GeorgiaFirst Marketplace showcased Suppliers display order = add supplier E
site!
Office Depot is offering promoticnal pricing on several @mm. \GRAINGER. @invitrogen Office pEroT R — InterTechnolog
items this month. e - ies Corporation
update message

Punch-out

Action Items office/Computer

- My Orders

No current nor recently completed orders m @

+ View Administrative Items

My Resources
Product Release Library A1 email: phone: +1 ({404) 656-2456

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
e Unit of Measure/Product Size

e System Packaging and Size

e Alternate Name and Alternate Part Number(s)
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e (Client 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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B
Home /Shop
home/fshop
admin
Shop |Everything | advanced search
Go tLab Supplies talog form | quick order Browse: suppliers | categories | contracts | chemicals
Medical/Clinical
. Office/Computer e 7 o . -
Welcome to the GeorgiaFirst Mark: MRO/Facilities ed Suppliers isplay order | add supplier ?
site! Furniture
Services
I & invi hnolo
Office Depot is offering premetional pricing|SUPPlies Manager il 5|nV|l(°ge” Office peror [ e— InterTec! log
iterns this month. Manufacturing “* ies Cerporation
dat Books
upeate message Electronics
Specialty
Food/Food Equipment >
ruancn-out -

. ?
Action Items Office/Computer

- My Orders

Mo current nor recently completed orders m @

+ View Administrative Items

My Resources
Product Release Library 8 email: phone: +1 (404) 656-2456

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. From the GeorgiaFIRST Marketplace home/shop tab, select the Shop dropdown list.

2. Select the appropriate Product Category (optional).

3. Enter one or more keywords.

4. Press the Go button.
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
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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.

"

OO Catalog bo. sk~ (]

home/shop

[ Shop |Everythmg V| |Enter search keywords here ‘ advanced search
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals
Welcome to the GeorgiaFirst Marketplace Showcased Suppliers display order  add supplier ?
site!
ice De, i Fighor éinvitrogen Office pEror o InterTechnolog
I:?Zfrlr;g_ti‘_gpr:;:grs‘tﬁffarmg promotional pricing on several @m oo || Siknpme SIEAA-ALORICH ies Corporation

update message

Punch-out

Action Items Office/Computer

- My Orders

Mo current nor recently completed orders m @

+ View Administrative Items

My Resources
Product Release Library 8 email: phone: +1 (404) 656-2456

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

home fshop

Advanced Search simple search...
Find Results That Have:
All of These Words l:l Supplier |:|
Part Number (SKU) l:l Manufacturer Name I:l
Other Options
Exact Phrase l:l Exclude Words l:l

Any of These Words

Custom Attributes
1-Mandatory State Contract B
2-Agency Contract a
3-Statutory Mandatory
4-Convenience State Contract
5-Statutory Preferred

I H

Search Hide Advanced Search on search results [~

Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals

Welcome to the GeorgiaFirst Marketplace Showcased Suppliers display order | add supplier 2
site!

Office Depot is off tional | Fisher éinvitrogen Office pEror N InterTechnolog
Offce Depot s ffering promotional priing on sovers (Gl -Gmmg trogen || gffice pe cor S InterTechnolog

update message

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.

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.

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
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Search
Criteria Field

Description

“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

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

-0 a0 o

Product Class (Laboratory Supplies Category only)

g. Product Size (Laboratory Supplies Category only)

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

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.

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.

Product Search - Office /Computer

home/shop

[ Shop | Office/Computer w | ‘hmuse pads | advanced search
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Office/Computer : mouse pads Showing 1 - 20 of 120 results |
Add Keywards 7| [raducts por pane _— T ras[Llore b1 7
l:l Go Fellowes(R) Mouse Pad With Microban(R), 8in. x 9in, Blue from Office Depot 6.49 usD
Part Mumber 00 1/EA
Manufacturer Info - 1 Add to Cart v
Filter Results ? 2-Agency Contract yes o
] add favorite | compare
By Custom Attribute
2-Agency Contract (105) largsr imag=
By Product Flag Fellowes(R) Mouse Pad With Microban(R), 8in. x 9in, Black from Office Depot 6.49 usD
Recycled (4) Part Number 08 1/EA
N Manufacturer Info - " Add to Cart v
By Supplier e ney 4 add favorite | compare
GovConnection (1)
Grainger (14) larger imag=
Office Depot (102)
Staples (3) Fellowes(R) Mouse Pad With Microban(R), 8in. x 9in, Silver from Office Depot 6.49 usD
Part Mumber 12 1/EA
By Category Manufacturer Info - W
HanuraEtrE o k 1 Add to Cart r
Mouse pads {105) 2-Agency Contract Vi dd f: ite |
Wrist rests (15) a avorite | compare
. |
By Packaging UOM srasrimags
EA (31) Allsop(R) Accutrack Mouse Pad, 11in.H x 10 1/2in.W x 1/4in.D, Liquid Mercury 12.99 usp
1/EA (89) Blue from Office Depot EA
By Result Type Part l'!uml:s ro 1 Add to Cart v
Manufacturer Info -
Products (120) 2-Agency Contract e add favorite | compare
By Manufacturer Name Te
3M (12) Allsop(R) Accutrack Mouse Pad, With Wrist Pad, 12in.H x 9 1/4in.W x 1in.D, 14.99 uso
ACCO (1) Americas Chart from Office Depot EA
Allsop (35) Part Number 33 -
@ “ 49858 -1 Add to Cart v
Belkin (1) Manufacturer Info 28 4 Favori
DAKOTA DESIGNS (3) more... 2-Agency Contract - add faverite | compare

larger image

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
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Search Results Description

the screen.
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...

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.

Filtering Results

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).
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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.

[ Shop |Everything V||Enter search keywords here ‘ advanced search

Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals

Welcome to the GeorgiaFirst Marketplace Showcased Suppliers

display order  add supplier ?

site!

Office Depot is offering promotional pricing on several @“"’.‘"m ':a”"“"trf’ge” Office pEror
items this month. e

update message

InterTechnolog

SIGMA-ALDRCH . .
ies Corporation

Punch-out

Action Items office/Computer

- My Orders

MNo current nor recently completed orders m @

+ View Administrative Items

My Resources
Product Release Library A1 email: phone: +1 ({404) 656-2456

How To: Search from a Showcased Supplier

1. From the GeorgiaFIRST 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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home/shop

{ Shop |office/Computer < | @o | advanced search
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals
Welcome to the GeorgiaFirst Marketpl h d Suppliers display order = add supplier E
site!
ice Depot i i Fisher @invitrogen Office pEroT o InterTechnolog
Office Depot is offering promotional pricing on several (G}~ ir Office pEroT R e emion

iterns this month.

update message

__| Fisher Scientific view info... =

+ Search Search )

Action Items q edit showcase settings

2. Enter keywords in the Search field and click the Search button.
3. The Search Results will appear and be formatted just how Simple Search and Advanced Search

displays.

ar

home/shop

admin

advanced search

[ Shop |Everythmg V‘ ‘beaker

Go to: favorites | forms | non-catalog form | quick order  Browse: suppliers | categories | contracts | chemicals
Results for: Everything : Fisher Scientific + beaker Showing 1 - 20 of 277 results
Add Keywords 2| |Fraducts per nage Sort by:
[ Y | Beaker, Reusable; Kimax; Griffin; Glass; White Marking Area; 10mL; ASTM E960, TT; 9.99 Uso
10mL, PK

12/PK from Fisher Scientific
Add to Cart v

Part Num|
_ (Kimble Chase Kimble)
0 - (Kimble Chase Kimble) add favorite | compare

Filter Results ? Info

te Contract

By Custom Attribute
1-Mandatory State Contract (141) B

2-Agency Contract (23) Beaker, Reusable; Kimax; Griffin; Glass; Dual White Scale; 30mL; Graduations: 10mL; 9.99 usc
By Product Flag ASTM E960, TI; 12/PK from Fisher Scientific 30mL, PK
Add to Cart r
Green (62) M Info - (Kimble Chase Kimble)
" ) add favarite | compare
By Supplier 1- State Contract
Showing only results matching: -
Fisher Scientific (277) Beaker, Reusable; Kimax; Griffin; Glass; Dual White Scale; 50mL; Graduations: 10mL; 9.99 uso
— ASTM E960, TI; 12/PK from Fishe ientific 50mL, PK
By Category Te Part Numbe! il
Assay Plates (1) Manufacturer Info (Kimble Chase Kimble) N
add favorite | compare

Beakers (129)
Boots/Shoe Covers (20)
Caps or tops (3)

y State Contract

4. From these search results, you can narrow down your results by using filter options, re-sorting
the results, or adding additional keywords.
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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.

ORACLE’

Workiist Add to Favorites

=

Georgia
Perimeter|E s profile
Col [ege Browse by Supplier

Tivo Years That Will Change Your Life
home fshop

~-Search.Eor Sunhlier ? back to shap...
Supplier [
Supplier Type All S
search |
Showing 1 - 20 of 42 results
Page Size |20 ¥ Sort by: | Best Match v 4 Page[1 w|of3 b legend 2
Supplier Name Type Preference Supplier Name Type  Preference
1st Coast Printing E] Environmental Graphics Group E]
ABC Sign Group E] FastSigns E]
Ace Glass Inc. E] Fisher Scientific m
Airgas South B Georgia Correctional Industries E]
Beckman Coulter Inc. wm s Georgia Enterprises for Products & Services (GEPS) |
Brewer Technalogy Solutions, Tn. a Georgia Industries for the Blind ju}
BSN Sports/Callegiate Pacific B GovCennection u
Carolina Biclegical Supply Ce. m m Grainger EEI
HALO Branded Solutions E}
oell & Harry's Hardware [E]
Designer's Resource E}
Page Siee |20 | 4 Page |1 v of 3 b

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.

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.
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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” f

unctionality. 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.

ORACLE’

o
Georgia

J Perimete
College

s Vi

Categories

Category Search = Furniture

B Lilab Supplies
@ dpHcdical/ Clinical

snd Manufacturing C

@ M supplies Manager
@ fig Manutacturing
o sovks
B A Electronics.
7 2 ispeciatty
| @ [fFoodsFood Equipment '

How To: Browse for Items by Category

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

ORACLE’

Worklist Add to Favorites

(=13

"/

o Years ige Your Lif

Georgia
Perimeter|E
Co“ege Product Comparisons

<< Back to Search Resuhts

Add To Active Cart v 6o |

Select r - r - -

[t a1 ]fe ] P a1 ]fe a1 ]fe

Product Details Tops(R) The Legal Pad(R) Glue-Top Tops(R) The Legal Pad(R) Glue-Top Tops(R) Recycled Docket(R) Diamond SHEET RFL F/0399-00 RECYCED 12PK 6X9STENO PD
Viriting Pads, 8 1/2in. x 11in, Wide Ruled,  Writing Pads, 8 1/2in. x 11in, Wide Ruled,  Premium Legal Pad, Legal Ruled, White, 8
Canary, Pack Of 12 White, Pack Of 12 1/2in. x 11 3/4in, Pack Of 2 £¥

Add to Cart

Catalog No. 395293 395301 507660 WLI-80310 685016
Price 35.72 USD 35.72 USD 17.01 USD 5.98 USD .95 USD
Supplier Office Depot Office Depot Office Depot Staples Staples

Category Paper pads or notebooks Paper pads or notebooks Paper pads or notebooks Paper pads or notebooks Paper pads or notebooks

uoM
Price per UDM 2.9767 USD / unit 2.9767 USD / unit 8.505 USD / unit 9.8 USD / unit 9.99 USD / unit

Product Size

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.

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:
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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.

ORACLE’

Viorklist Add to Favorites

SelectSite Punchout

B= United States  Buy Online or Call 1-800-388-8239 Georgia Perimeter % My Cart  Quick Links v ~

Shop My Premier Keyword Search Q,
Systems v Standard Configurations + Software & Peripherals v Solutions Services View All +

Standard Configurations
B35 Order Staius [ E-Quotes

Premier

Central station for consolidation

The PowerEdge R515 server: up to 14 hard
drives, 12 CPU cores and 64GB of memory.

Learn More >

Special Offers View Al

» Up to 24% off on Dell Branded Monitors
Dell Toner

Dell 2130cn 2.5K Yellow
price. . $85.00

Q Customize &) Addto Cart

Click here to shop!¥ More Details

» Up to 8% off on Dell Branded Printer

Click here to shop! More Details

Dell 2130cn 2.5K Cyan
price... $86.00

@ Customize &) Addto Cart Making it easier for you! v

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 ltem,” etc.).

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,
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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 GAFIRST Search for Place items

Requisition Marketplace [tems in your

in ePro tab/link Shopping
Cart

Review and [ssue Complete

edit your Requisition ePro Req

Shopping to copy into and submit

Cartif ePro for

needed 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 under the Carts tab, and then under the “active
cart” sub-tab. You can locate all of your carts under the Carts tab, and then under the “draft carts” sub-
tab. 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 when adding
or removing items, and either assigning or issuing a requisition from.
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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

ORACLE’

Worklist Add to Favorites

»
Georgia
Perimete!

i‘ Co”ege Product Search - All

[Twa Years That Wili Change Your Life
homefshop

Shop ‘Everythmg vH\ega\ pad ‘ Go | advanced search ]
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Everything : legal pad Showing 1 - 20 of 142 results
Add Keywords 2| |Froducts per page Sort by: | Best Match v 4 Page Y
e Tops(R) The Legal Pad(R) Glue-Top Writing Pads, 8 1/2in. x 11in, Wide Ruled, Canary, Pack Of 12 35.72 uso
from Office Depot 16
Filter Results 7 Manufacturer Info 7524 - (Tops) _ add favorite | compare
By Custom Attribute - 2-Agency Contract yes
2-Agency Contract (140) larger image
By Product Flag Tops(R) The Legal Pad(R) Glue-Top Writing Pads, 8 1/2in. x 11in, Wide Ruled, White, Pack Of 12 35.72 uso
Recycled (8) £% « from Office Depot 12/DZ
i . T Part Number 365301 it e |5
By Supplier Ve D - Manufacturer Info 7525 - (Tops) add favarite | compare
Grainger (2) 2-Agency Contract yes ompars
Office Depot (54) larger image d
tanles (761

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. For that item, 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

Close

Tops(R) The Legal Pad(R) Glue-Top Writing Pads, 8 1/2in. x 11in, Wide Ruled, Canary, Pack Of
.

sheets,

12 4p
Supplier Office Depot Price 2 usp
Part Number 395293 Quantity
Manufacturer Name Tops
Manufacturer Part 7524 |A‘:|d To Active Cart Vl c)
Number
System Packaging  12/DZ
larger image
Product Details 7
Supplier UOM DZ/12
Buyer UOM 12/DZ
2-Agency Contract yes
Category Paper pads or notebooks
Category UNSPSC 14-11-15-14
Color
Image URL http://www.officedepot.com/pictures... A1
Lead Time 1
More Information URL https://b2b.officedepot.com/invoke/... 52
UNSPSC 14-11-15-14

Do not lose that thought - jot it down on 1 of these wide- or narrow-ruled glue-top pads. Just about anyone will find a use for these classic writing
pads. The sheets remove easily from the glue-bound tops, and the 8 1/2in. x 11in. pads have a 30-pt. chipboard back. Each pad contains 50

Office Depot

PO Box 198030
Atlanta, GA 30384 US

Phone No.
Fax Mo.

Supplier Details

+1 (800) 578-9675
+1 (800) 758-4927

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

ORACLE’
=3

Georgia
A Perimete
College

[Tivo Years That Will Change Your Lif
home/shop |

Amy Jurgens _profile

Product Comparisons

favorites | farms carts history | profile | contracts

<< Back to Search Results |

[ [add To Active cart v| 6o

Select r r

av[s b av[t|Bs

Product Details Tops(R) The Legal Pad(R) Glue-Top Writing Pads, & 1/2in. x 11in, Wide Ruled, White, Pack Of 12 Tops(R) The Legal Pad(R) Glue-Top Writing Pads, 8 1/2in. x 11in, Narrow Ruled, White, Pack Of 12

Add to Cart

catalog No. 395301 420588
Price 35.72 USD 35.72 USD
Supplier Office Depot Office Depot

Category Paper pads or notebooks Paper pads or notebooks
uoM

Price per UDM 2.3767 USD / unit 2.9767 USD / unit
Product Size

Price per Product Size Unit
Select units... v

* agency ves ves

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 GeorgiaFIRST 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.

ORACLE’

Add to Favorites

SEEEEROEE Cart - Draft Requisition

farms profile

4. Continue Shopping 4 Ttem(s) for a total of 6,879.96 UsD

g Shopplng Cart i Evelyn Blanch-Payns

Proceed to Gheckout | or | Assign Gart |

Name this cart: |2011-01-24 40REQUESTER 02

Have you made changes? Update [E] | =) Help | EmptyCart | | Perform an action on (0 items selected) "l Select All [

Grainger mers info...

Product Description Unit Price Quantity Total [
Ttem added on Flaked Ice/WaterDispenser,$5,392 Ibs/Da 5,413.00 uso 5,413.00 uso [
Jan 24,2011 L L v EA !
Add to Favorites Part Number 4LNZT update

Manufacturer Info  MDT3F12A1A - (SCOTSMAN)

Remouve
More Actions | T

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.

active cart draft carts | assigned carts | fawvorites

¥3 Shopping Cart o amy srgens

Name this cart: |2nw-12-01 AJURGENS 01

Hawve you made changes? Update
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How To: Rename Your Shopping Cart

1. Retrieve your shopping cart.
2. On the active cart sub tab, input your new shopping cart name.
3. Click the Update (or Save) 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.

ORACLE’

G

EESEIRRLES: Cart - Draft Requisition h f
o s

COLLEGE

Add to Favorites

|53

4, Continue Shopping 4 Item(s) for a total of 6,879.96 usC

g Shopplng Cart Ewvelyn Blanch-Poyne

Proceed to Checkout

. Assign Cart
Name this cart: |2011-01-24 40REQUESTER 02 or ssign Ca |

Have you made changes? Update [B] | .7/ Help | Empty cart | ﬂ Perform an action on (0 items selected) |'|] Select all [
Grainger mors info...
Product Description Unit Price Quantity Total [
[t=m added on Flaked Ice/WaterDispenser,55,392 |lbs/Day 5,413.00 usc 5,413.00 vso [T
Jan 24,2011 ' EA !
ndd to Favorites Part Number 4LNZ7 Update

Manufacturer Info MDT3F12414 - (SCOTSMAN)
More Actions | ¥

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. Ontheitem 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

ORACLE’

Add to Favorites

il Catalog Mo, {SKU) v _ Go
] 2 [ N

1. Continue Shopping 4 Item(s) for a total of 6,879.96 UsC

ﬁ Shopplng Cart w Evslyn Blanch-Payns

Proceed to Checkout | or | Assign Cart ‘

Name this cart: |2011-01-24 40REQUESTER 02

Have you made changes? Update [B] | Lz Help || Empty Cart | | Perform an action on (0 items selected) |v| Select All [
>
Grainger more info...
Product Description Unit Price Quantity Total [
It=m added on Flaked Ice/WaterDispenser,55,392 |bs/Day 5,413.00 usC 5,413.00 uso [
Jan 24, 2011 ! EA ’
Add to Favorites Part Number 4LNZT Update
Manufacturer Info  MDT3F12A1A - (SCOTSMAN]
Remove
More Actions | ¥

Go to the Shopping Cart.
Select the Empty Cart button.
To remove all items, click the OK button to proceed.

P wnNhe

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 Items in a Cart

1. Go to the Shopping Cart.

2. For the item you want to update, go to the Quantity field in that row.

3. Enter the desired quantity.

4. Click the Update (or Save) 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 (or save) 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.

Georgia
Perimete
College

« Certinue Shepping

. 1 Item(s) for a total of 64.95 UsC
¥4 Shopping Cart
Proceed to Gheckout | or  Assign Cart|
B Save
art Name 2011-02-08 OUTCOLLINS 0
Supplier / Line Item Details ?
Hids line details For selected line items | Add Te Faverites ¥ | _Go
carolina Biological Sypp 0. B mera info.
Fulfilment Address 2 - wor g
asdf, raleigh, ne 12345
Product Description Catalog No Size / Packaging Unit Price  Quantity Ext. Price [
Aquaculture Systam, Carolina Classroom  mers infe. 161950 EA 12.99 |5 EA 64.95USD [
More Infarmation URL  hitp=//www.carolina. cam/product/161... 12
60-10-40-00
Supplier subtotal 64.95 USD
shipping, Handling, and Tax chargas are calculated and charged by each supplier. The values shown here are for estimation purposes, budget chacking, and workflow subtotal 64.95
approvals. Total 64.95 USD
Save

Proceed to Checkout | or  Assign Cart

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.

ORACLE’

WWorkist Add to Favories

(=13

Georgia
' Perimeter(E 12-01 AJURGENS 01 | 1 item(s), 142.88 L
CO”ege GeorgiaFirst Marketplace Shopping Cart - Drafts ]

| _my recent ca

Greate cart |
My Drafts legend  ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total
2010-12-01 AJURGENS 01 12/1/2010 142.88 USD Delete
——
My Drafts Assigned to Others legend | ?
View Cart giaFi place Shopping Cart Name Date Created Assigned To Total Unassign
(=1 o 2010-12-01 AJURGENS 01 12/1/2010 Mardina Woods 3,216.75 USD Unassign
(=1 7 AJURGENS - 2 11/5/2010 Brian Chapman 144.80 USD Unassign

How To: Delete a Shopping Cart

1. Select the Carts tab.
Select the draft carts sub-tab.
3. 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.
4. Press the Delete button on the right side of the screen.
5. After selecting Delete, the system deletes the cart immediately. Once a cart is deleted it is
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 order that are similar or that might be used later. For example, you can have draft carts for
different pending orders that you are not ready to build a requisition for within PeopleSoft.

Under the Carts tab, you will see a tab for “Active Cart” and a tab for “Draft Carts.” Under the “active
cart” tab will be the current shopping cart that you are working with. Under the “draft carts” tab 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.

2¥F Office Supplies | 4 item(s), 38.73 USD

search for [ERGEILCO R I o

Create Cart |

My Drafts legend  ?

Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete

B Camera Accessories 11/10/2010 18.98 USD Delete

= f10f

Furniture 11/10/2010 168.98 USD Delete
> ice Supplies 11/10/2010 38.73 USD Delete
= Off 1 /107!

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 active cart tab, we would see the Office Supplies cart.
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;—'ﬁf Office Supplies | 4 item{s), 38.

oh for RG] D FE=

draft carts | favorites | my recent carts

4) Continue Shopping 4 Item(s) for a total of 38.73 usD

% Shoppmg Cart rorrereso Fiazza

Name this cart: |Of‘ﬁce Supplies Proceed to Checkout

Hawe you made changes? Update )|  Help | Empty cart | [Perform an action on (0 items selected)... |~ Select All [

Fisher Scientific morz info...

Product Description Unit Price Quantity Total |
Item added on Marker, Permanent; Fisherbrand; Writes on all surfaces; Instant drying; Line width, 0.3mm; Green; 9.99 usc 9.99 uso [
Nov 10, 2010 6/PK B o/PK, PR
Add to Favotites i Update
Part Number 13383F changs price...
_Remoue | Manufacturer Info  13383F - (Fisher Scientific)
viore Actions | ¥ Contract SWC-XXHX mers info...
Fisher Sciantific Mandatory Contract change...

Office Depot  morz info...

Product Description Unit Price Quantity Total |

Item added on

Sanford(R) Prismacolor(R) Col-Erase(R) Pencils, Blue, Box Of 12 4u 8.76 use 8.76 uso [

Nov 10,2010 12/BX
] o e Part Number 149039 change price... Update
Manufacturer Info 20044 - (Sanford)
Remove .
Contract Test Agency Contract - Herger more info...

l 98-12345 change...
More Actions | ¥ | larger image )

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 Carts tab.
2. Select the draft carts sub-tab.
3. Select the Create Cart button.
4. Inthe 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

Draft Cart” option in the drop down menu.

home/shop a i Add to Draft Cart or Pending PR/PO tlose
admin | settlement Please select the appropriate cart (active/draft),
pending PR, or pending PO to which the selected line
item(s) are to be added.
Shop Ewverythin J advanced search
Active Cart ?
Go to: favarite Select GeorgiaFirst Marketplace cts | chemicals
Shopping Cart Name
Results for: Everything : tape o Office Supplies (471277) hat does "+" mean? |
Add Keywords 7 Products pef 4 Page of 50 b 7
from VY Draft Cart ? EA
. Part Select GeorgiaFirst Marketplace 1 Add to Cart v
Filter Results ? Many Shopping Cart Name N
add favorite | compare
where are my counts? ® Camera Accessories (471280)
By Custom Attribute Te TMMUN o Furniture (471279) 89.00 v=c
i-Mandatory State Contract B A EA
2-Agency Contract E‘a_' Y Add to Cart T
4-C i State Contract <Ag i
onvenience State Contra | Add to Draft Cart or Panding PR/PO I add favorite | compare
By Product Fla
Y g MYLAR 38.40 usc
Green Part EA
Recyeled Many Addto Cart | ¥
By Supplier T 2-Ag add favorite | compare
Carolina Biological Supply Co.
Fisher Scientific Nunc(| & Internet F100% - 76.30 usc
GovConnection Part (e gepa — 1/EA
Graingsr Manufacturer Info Sigma-Aldrich)
3 acture ] L a aricn) 1 Add to Cart v
HE Supely ars. 2-Agency Contract yes add favorite | compare
By Category T

e  You will then see an “Added Successfully” message. You have not changed which cart is
currently active though.
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Add to Cart/Requisition Close

Camera Accessories

Shop [Everythin added Successtully - || sdvanced search

Supplier Catalog Description Quantity
No.

Go to: favorite: bcts | chemicals

Results for: Everything : tape Ir\égnamnm 853372' C‘;ASE,I'EING : hat does "+" mean? |
EA; F/SEQUENCERS
Add Keywords ? Products pe (EA) 1RL [O‘NALGE 4 Page of g0 b ?
MUNC INTL

from v Tape

EA
Part
o 1] Add to Cart ¥
Filter Results ? - 2

Many| add favorite | compare

Where are my counts?

By Custom Attribute T IMMUN 89.00 usc
Part EA
1-Mandatory State Contract By “
2-Agency Contract Manu Add to Cart | T
4-Convenience State Contract <-ng add favorite | compare
By Product Fla
v . MYLAR 38.40 Uso
Green Part EA
Recyeled Many Addto Cart | ¥
By Supplier A 2hg add favorite | compare
Carolina Biological Supply Co.
Fisher Scientific Nunc(Hpone @ mnternet o0t - 76.30 uso
GowConnection Part - m— 1/EA
Grainger Manufacturer Info Sigma-Aldrich)
= cture| 0 = a-Aldnch) 1 Add to Cart r
HD Supply more... 5 ontrac ves
° Confract L add favorite | compare
By Category T

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 GeorgiaFIRST 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:

favorites

(+) expand all (-] collap=se all

= Personal
----- Camera Supplies
----- Items Needed for New Hires
----- Office Supplies for Dept 1
F Office Supplies for Dept 2

[=] Shared

[® Best Buys

How To: Create a Personal Folder or Sub-Folder

1. From the GeorgiaFIRST Marketplace, go to the Favorites tab.
2. 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.
3. 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.
4. 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 a folder name and description.
d. Click Save.
eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
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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.

2010-11-11 tpiazza 01 | 2 item(s), 19.98

- TN I

[ Shop ‘ Everything v || ‘ advanced search
Go to: favorites | forms | non-catalog form | quick order Browse: suppliers | categories | contracts | chemicals
Results for: Everything : color copy paper Showing 1 - 18 of 18 results |
Add Keywords 7| [Froducts por page Sort by: TropalLiora b2
|:| Go m Hammermill(R) Color Copy Paper, 11in. x 17in, 28 Lb, 98 Brightness, Ream Of 35.29 usD
e 500 Sheets from Office Depot 500/RM
C r 343427
q 1 Add to Cart ¥
Filter Results 7 'ﬁ 10 - (International Paper) =
i = Bl T e add favorite | compare
By Custom Attribute res
2-Agency Contract (18) larger image
By Product Flag m Hammermill(R) Color Copy Paper, 8 1/2in. x 11in, 28 Lb, 98 Brightness, Ream 16.97 uso
Recycled (1) -] Of 500 Sheets from Office Depot 500/RM
" Part Number 34 Add to Cart ¥
By Supplier L'\i_,‘ Ma_"‘ Info - (International Paper) add favorite | compare
Office Depot (10) ntra
Staples (&) larger image
By Category m Hammermill(R) Color Copy Paper, 8 1/2in. x 14in, 28 Lb, 98 Brightness, Ream 20.52 UsD
Multipurpose paper (3) fa Of 500 Sheets from Office Depot 1/RM
Printer or copier paper (15) i Part Number Add to Cart v
— - (International Paper)
By Packaging UOM T add favorite | compare
CT (1) larger image
PK (1)

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. Inthe 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. Inthe 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. Ifyou already 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.
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i. Click the New button.
ii. Select the option Top level personal folder.
iii. Enter a folder name and description. Click Save.
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 tab.
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

GeorgiaFIRST Marketplace Favorites

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 tab 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.

ORACLE
=

Georgia
‘Perimete oy urger_protie
College

Favorites

New Employee Stuff

{Resuts per page |20 % Tetal Froducts ¢ 3

: Depot(R) Brand Ashion Fabric Task Chair, Gray from Office Depot
Faet Numbee 2

il RTP-020210 - (Oifice Depot)

Mead{R) Grad({R) Recycled Wirebound Hotebook, 5 Sublects, 300 Pages, 8 1/ 21, x

BIC{R) Cristal{R) Ballpaint Pens, Medivm Point, 1.0 mm, Black, Box Of 12 from Offce Depol

......

T 2000-12-00 AURGENS 01 | 1 item(s), 142,00 Us0

ETTTINETE I

Tpagelt wiala b

edit | move/copy | delete | add to cart [

492 r

How To: Adding Favorite Items to Your Cart from the Favorites Tab

From the GeorgiaFIRST Marketplace, select the favorites tab.
Select the appropriate folder.

vk wnNe

at the top of the list.
6. Your selected favorite items are now in your cart.
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To add an individual item to your cart, select its Add to Cart button.
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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.

ORACLE

Georgia
Perimeter|E
J College [EXRHED

fivo Years That Will Change Your Life

Worklist Add {0 Favorites

favorites

Pl "I New Employee Stuff

(+) expand all (- collapse all Geaiaraee Total Products : 3 < Page of1 b
=] _I'-'ersnnal edit | move/copy | delete | add to cart I
=
BIC(R) Cristal(R) Ballpoint Pens, Medium Point, 1.0 mm, Black, Box Of 12 from Office Depot 4.92 uso [
= Shared Part Number 375005 12/pz
o Best Buys Manufacturer Info MS11BLK - (BIC) Add to Cart
i~ GPC Custom Configuration 2-Ageney Contract yes edit delete
Mead(R) Grad(R) Recycled Wirebound Notebook, 5 Subjects, 200 Pages, 8 1/2in. x 11in. 9.89 uso [~
I from Office Depot EA
175 Add to Cart
(Meadwestvaco) edit | move/copy | delete
larger image
Office Depot(R) Brand Ashton Fabric Task Chair, Gray from Office Depot 129.99 uso [~
Part Number 155269 EA
Manufacturer Info RTP-020210 - (Office Depot) Add to Cart
2-Agency Contract ves edit | move/copy | delete

i
larger imags

How To: Move and Copy Items Between Folders

1. From the GeorgiaFIRST Marketplace, select the favorites navigation tab.
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.
a. Click the move/copy link at the top of the list.
b. Select the folder (so that it is highlighted) that you want to move or copy the items to.
c. Select either the move or the copy button.
d. 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.

ORACLE

Worklist Add 1o Favorites

Georgia
I Perimete
College Favorites

[Tivo Years That Will Charige Your Lifi

from Office Depot

Part Number 175901
Manufacturer Info 6754 - (MeadWestvaco)
2-Agency Contract yes

larger image

Manufacturer Info RTP-020210 - (Office Depot)

Mead(R) Grad(R) Recycled Wirebound Notebook, 5 Subjects, 200 Pages, 8 1/2in. x 11in.

P favarites

Byitovercopy [ New Employee Stuff
(+) expand all () collapse all Results per page Total Products : 3 4 page of1 b
= Personal edit | move/copy | delete | add to cart |~

B New Employee Stuff

BIC(R) Cristal(R) Ballpoint Pens, Medium Point, 1.0 mm, Black, Box Of 12 from Office Depot 4.920s0 [

= Shared Part Number 375008 12/pz

i Best Buys Manufacturer Info MS11BLK - (BIC) [ ] [ Addsacan

*. GPC Custom Configuration 2-Agency Contract yes

ove/copy | delete

9.89 uso [
EA

[t ][ addtocart

edit | move/copy | delete

129.99 uso [
EA

[t ][ addtocart

Office Depot(R) Brand Ashton Fabric Task Chair, Gray from Office Depot
Part Number 155265

2-Agency Contract yes
i

edit | move/copy | delete

larger image

How To: Editing Favorite Items

From the GeorgiaFIRST Marketplace, select the favorites tab.

Select the appropriate folder from the left pane, and locate the item on the right pane.
Click the edit link directly under the “Add to Cart” button.

Make any necessary changes to the item and click the Submit button.

Click the Close button.

vk wNE
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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.

ORACLE

Workist Add to Favories
Georgia
PerimeterE: > 2010-12-01 AJURGENS 01 | 1 item(s), 142.88 |
College [ENIIES R Catalog o sk v |
Favorites
g [/ New Employee Stuff
(+) expand all (-} collapse all Results per pags Total Products : 3 4 Page of 1 b
= Personal edit | move/copy | delete | add to cart |
:
BIC(R) Cristal(R) Ballpoint Pens, Medium Point, 1.0 mm, Black, Box Of 12 from Office Depot 4.920s0 [~
= Shared Part Number 375006 12/pz
i Best Buys z Manufacturer Info MS11BLK - (BIC) L =
ioepc Cu:tnm Configuration j?& 2-Agency Contract yes ( edit | muv:fd:n:y
arger image
Mead(R) Grad(R) Recycled Wirebound Notebook, 5 Subjects, 200 Pages, 8 1/2in. x 11in. 9.89 uso [~
Il from Office Depot EA
Part Number 175301 e
Manufacturer Info 6754 - (MeadWestvaco) Ll
edit | move/copy | delete
2-Agency Contract ves
arger imag=
Office Depot(R) Brand Ashton Fabric Task Chair, Gray from Office Depot 129.99 uzo [
Part Number 155288 EA
Manufacturer Info RTP-020210 - (Office Depot) 1 ]| addtoces
2-Ageney Contract yes edit | move/copy | delete
dn
Jarger image

How To: Delete an Item from Favorites

1. From the GeorgiaFIRST Marketplace, select the favorites tab.
2. 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

ORACLE

Georgia

Perimete!
Col Iege Favorites

[Tiva Years That Will Change Your Life
favorites

Bpmove/Gopy () New Employee Stuff
() expand all (-) collapse all — Total Produdts | 3

= Personal

B e Employee Stuff

BIC(R) Cristal(R) Ballpoint Pens, Medium Point, 1.0 mm, Black, Box Of 12 from Office Depot

= Shared Part Number 375006
i Best Buys Manufacturer Info MS11BLK - (BIC)
1. GPC Custem Configuration 2-Agency Contract ves

an

Mead(R) Grad(R) Recycled Wirebound Notebook, 5 Subjects, 200 Pages, 8 1/2in. x 11in.
from Office Depot

Part Number 175901
Manufacturer Info 6754 - (MeadWestvaco)
2-Agency Contract yes

Office Depot(R) Brand Ashton Fabric Task Chair, Gray from Office Depot

Part Number 155269
Manufacturer Info RTP-020210 - (Office Depot)
2-Agency Contract yes

larger image

Add {0 Favorites

297 2010-12-01 AJURGENS 01 | 1 item(s), 142.88 USD

4 Pageun 3

edit | move/copy | delete | add to cart |

4.92us0 [

12/DZ

Add to Cart

edit | move/copy | delete

9.89 uso
EA

Add to Cart

edit | move/copy | delete

129.99 uso
EA

Add to Cart

edit | move/copy | delete

From the GeorgiaFIRST Marketplace, select the favorites tab.
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.
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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.

ORACLE’

Add to Favorites

Georgia
Perimete orofile raft Cart or Add Item to Cart
J College G ceare =

Change Your Life
profile co cts customize

User Settings ” Purchasing ” Permissions H Histary ‘
User Identification Personal Settings | Roles | Department Permissions | Email Preferences | Mavigation Setup 7

First Name Joseph

Last Name Odom

Phone NMumber +1 (599) 595-5988

E-mail Address tereza.piazza@usg.edu

Business Unit Georgia Perimeter College (71000)

Department ~MNC_DEFT_FCUND

Position v

User Name T1REQUESTER

Authentication Method XML

Organization Terms and Conditions accepted on 1/26/2011 4:52 FM Terms and Conditions
Save

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.

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide —v1.0
© 2011 Board of Regents of the University System of Georgia. All Rights Reserved. 02/08/2011

117



% eProcurement & ",

GeorgiaFIRST Marketplace &« User Profile in GeorgiaFIRST Marketplace

ORACLE’

Worklist _Add to Favarites
Georgia
Perimete -12-01 AJURGENS 01 | 1 item(s), 142.8
College ARSI e o]
profile
User Settings || purchasing || Permissions || History
User Identification | Personal Settings | Roles | Department Permissions | Email Preferences o
Select a Language English +
Country United States ¥
Time Zone EDT/EST - Eastern Standard Time v
Coler Theme v
Font Size Medium v
Help on mouse over ['Show help on mouse over and click
Save

How To: Update Color Theme to Match School Logo

In the GeorgiaF/IRST Marketplace, select the Profile tab.

Under the User Settings tab, select the Personal Settings sub-tab.
Select your institution in the Color Theme drop down list.

Click the Save button.

P whNhe

History Tab

The History tab is simply an audit trail that tracks changes made to your profile. This is an information-
only screen that provides detailed information about potentially important changes, such as changes to
roles and permissions, approvers, and more. The History screens are used to track changes, additions,
and deletions.

ORACLE’

_Worklist Add to Favorites
3 e
Georgia
Perimete profile

‘ College RZGIIE

Two Years That Will Change Your Life]

h | f. i carts profile
User Settings ” Purchasing ” Permissions ” History |
?

+ Click to filter history 7 Export C5W
Results per page Records Found: 3 4 Page of1 [ 7
Date ¥ User < Action = Section & Selection & Field & 0ld Yalue New

Yalue

12/16/2010 April Medified  User Settings : Email Shopping, Carts & Assigned Cart Processed Notification false true

9:47 AM Harder Freferences Requisitions (inherited)

12/16/2010 April Medified  User Settings : Email Shopping, Carts & Receive PR and PO notifications for Carts Aszigned to false true

9:47 AM Harder Preferences Requisitions Me (inherited)

12/16/2010 April Modified  User Settings : Email Shopping, Carts & Cart Assigned Notice false true

G:47 AM Harder Preferences Requisitions (inherited)
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