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Introduction

This User’s Guide is designed for Shoppers in the GeorgiaFIRST Marketplace. In this User’s Guide, you
will find an overview of what the eProcurement module does, as well as what the function of the
GeorgiaFIRST Marketplace is. You will also learn how to use the GeorgiaF/RST Marketplace to create a
shopping cart of items you want purchased, how your requested goods are approved, and how to
customize your experience in the marketplace.

Topics covered in this user’s guide:

e Overview of eProcurement and the GeorgiaFIRST Marketplace
e Accessing and Navigating the GeorgiaFIRST Marketplace

e Basic Procurement Policies

e Searching for Items in the GeorgiaFIRST Marketplace

e Shopping for Items in the GeorgiaF/IRST Marketplace

e Assigning a Shopping Cart to a Requester

e Shopper Notifications

e Desktop Receiving

e GeorgiaFIRST Marketplace Folders and Favorites

e GeorgiaFIRST Marketplace User Profile

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
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Chapter 1: eProcurement and GeorgiaFIRST Marketplace
Overview

What is eProcurement?

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, your institution may have used paper requisitions, or some other format, to request an item
to be purchased. The hard copy requisition had to be routed for approval signatures and then sent to
the purchasing department. The purchasing department had to re-key the information into the system
to create a purchase order to send to the supplier.

With ePro, much of this process is automated. A requisition is created within ePro and electronically
routed for approval. The approval workflow is dependent on the department charged and item type,
among other things. Finally, after the last electronic approval is made, the requisition can be sourced
into an official purchase order that is dispatched to a supplier.

What is the GeorgiaFIRST Marketplace?

The GeorgiaFIRST Marketplace takes the use of ePro to another level. The GeorgiaF/RST Marketplace is
an online shopping site accessed from PeopleSoft Financials. Through this online shopping site, users
can shop online for contract items from a variety of state- and institution-approved suppliers. 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.

Because users are shopping from approved suppliers with contract prices, very little buyer intervention
is required. After a requisition built from the GeorgiaFIRST Marketplace is approved, it is designed to be
picked up for batch processing, which will budget check it, source it into a purchase order, and dispatch
that purchase order. These batch processes are designed to run at different times throughout the day.

Types of Requisitions

With the implementation of the GeorgiaFIRST Marketplace into the eProcurement module, there are
now two types of requisitions: GeorgiaFIRST Marketplace Requisitions and Special Request Requisitions.

e GeorgiaFIRST Marketplace Requisition (CAT Origin requisition): Shoppers build a requisition
from items in the GeorgiaFIRST marketplace.

e Special Request Requisition (ONL Origin requisition): Requesters build a requisition by
manually entering items directly into the requisition. This type of requisition is not built from the
contractually-approved items in the Marketplace.

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017
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Within ePro, users will not be able to combine items from the GeorgiaFIRST Marketplace with items
from a Special Request Requisition into one requisition. Each requisition must be completely either from
the Marketplace (CAT) or from a Special Request Requisition (ONL).

Benefits of ePro and the GeorgiaFIRST Marketplace

With this 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 Request goods from multiple suppliers through one shopping cart

e Itemsin the GeorgiaFIRST Marketplace are contractually approved items
e Faster routing for approvals

e Ability to save items as ‘favorites’ in the GeorgiaF/IRST Marketplace

e Automatic batch processing of approved requisitions

Types of Roles Involved

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

o Marketplace Browser: User without any GeorgiaFIRST Marketplace roles assigned will default to
a Marketplace Browser. A Browser can view items, contracts, and pricing in the Marketplace but
cannot add items to a cart or create requisitions.

e Shopper: User can select items to purchase, add them to a cart, and assign that cart to a
Requester for further processing. This type of user cannot create a requisition in PeopleSoft.

e Requester: User can perform all functions that a Shopper can, with the added permissions to be
able to create the actual requisition in PeopleSoft.

e Approver: User with the permissions and roles necessary to approve ePro requisitions.

e Buyer: User responsible for ensuring approved requisitions are sourced into a purchase order
and dispatched to the supplier.

e Accounts Payable: Responsible for building electronic invoices that are sent from GeorgiaFIRST
Marketplace suppliers.

e ePro Administrator: User monitors approval workflow to ensure requisitions are worked in a
timely fashion.

e Local Security Administrator: Responsible for setting up other users with the appropriate roles,
permissions, and user preferences. Please see the Local Security Administrator User’s Guide for

more on the responsibilities of this user.

As a Shopper, you will use the GeorgiaF/RST Marketplace to shop for goods from contracts. Once you
create a shopping cart within the GFM, you are responsible for assigning that cart to a Requester, the

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017
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user in your organization who will be responsible for turning that shopping cart into an eProcurement
requisition.

Process Flow

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

Shoppers use the
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
assigned cart

J

v

~

The Requester logs into
the system and pulls the
Shopper’s cart into a
Requisition

The Requester finishes the
requisition and submits it
for approval

The Approvers
(determined by various
factors) either approve or
deny the requisition lines

v

PeopleSoft Financials system

status, the PeopleSoft Financials system

automatically budget checks
the requisition

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

( Once the requisition has a valid budget check

v

The supplier fulfills the
order and sends the item
and invoice to the
Institution

[ Once fully approved, the 1

The institution receives
the item

The AP Office pays the
invoice

How does PeopleSoft pass along user information to the GeorgiaFIRST Marketplace?

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

Shoppers User Guide —v1.2
07/01/2017

eProcurement and GeorgiaFIRST Marketplace
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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 suppliers. In addition, your
PeopleSoft User ID can be used to store a set of default ChartFields that can be charged for your

requested goods, unless otherwise specified.

How Do Approvals Work?

As mentioned earlier, a Requester creates a requisition in ePro. Each item on a requisition is placed on
its own requisition line. Each distribution line on a requisition may be charged to a different set of
ChartFields. Therefore, there may be different approval paths for each line on a requisition, depending
on a variety of elements.

Once the Requester submits the requisition for approval, each line has its own approval path. This
approval path is determined by a number of factors. At a minimum, each requisition line will go to the
Department Manager and Project Manager (if a Project is to be charged). These are the managers that
are tied into the Department and Project ChartFields on that requisition line.

Depending on how your institution has set up approvals for eProcurement, the requisition line may go
to many additional approvers as well. This includes approvers for assets, IT items, and items above a
certain amount, if desired. Below is a summary of all of the approval stages and paths available for
eProcurement. To determine which stages and paths your institution is currently using, check with your
purchasing department or Local Security Administrator.

Approval Stages

Overall, there are five approval stages that can be used for eProcurement requisitions. They include:

e Stage 1: Department and Project Approval

e Stage 2: Fund Approvals (Agency, Grant, Technology Fee)

e Stage 3: Amount Approval (for requisitions built from the GeorgiaFIRST Marketplace)
e Stage 4: Iltem Type-Based Approvals

e Stage 5: Buyer Approval (for requisitions not built from the GeorgiaFIRST Marketplace)

Here is a summary of each stage:

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017
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Stage 1: Department and Project Approval

This is a mandatory approval stage for all requisition lines. Each requisition line must be charged to a
Department. In addition, requisition lines can be charged to a Project. The requisition line is routed to
the Department Manager (as entered in PeopleSoft) for approval. If the Project ChartField is used on the
requisition line, the system also routes it to the Project Manager.

Stage 2: Fund Approval
This approval stage is optional.
Agency Fund Approval:

Agency Fund Approval is set up so that any requisition line charged to an Agency Fund Code must go to
an individual specified for Agency Fund Approvals. Agency funds are used to account for resources held
by an institution as custodian or fiscal agent for individual students, faculty, staff members, or other
organizations. Agency Fund Codes include 60000, 61000, and 62000.

Grant Fund Approval:

Grant Fund Approval is set up so that any requisition line charged to fund 20000 must go to an individual
specified for Grant Fund Approvals.

Tech Fee Fund Approval:

Tech Fee Fund Approval is set up so that any requisition line charged to fund 16000 must go to an
individual specified for Tech Fee Fund Approvals.

If your institution chooses to employ the Fund Approval stage, there may be multiple Agency Fund
Approvers, Grant Fund Approvers, and Tech Fee Fund Approvers. Each Agency Fund Approver will have
the role BOR_AGENCY_FUND_APPR, each Grant Fund Approver will have the role BOR_GRANT_APPR,
and each Tech Fee Fund Approver will have the role BOR_TECH_FEE_APPR. The institution will
determine whether all fund approvers must approve the requisition or if only one from the group of
multiple approvers has to approve it. If any of the above mentioned fund codes are not used on a
requisition line, the system bypasses this approval stage.

Stage 3: Amount Approval

The Amount Approval stage is also an optional one. This stage is for all requisitions that were built from
the GeorgiaFIRST Marketplace, although you may choose to have it implemented for your Special
Request requisitions as well. Institutions have the following options when using Amount Approval and
may select one of the options below:

e If the monetary amount is $10,000 or more per line, route to Amount Approver.
e |If the total monetary amount of the requisition is $10,000 or more, route to Amount Approver
and have a monetary amount of $10,000 or more per line.

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
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Again, your institution may set up multiple approvers to serve as the Amount Approver. Each Amount
Approver will have the role BOR_EP_CAT_AMOUNT_APPR. The institution will determine whether all
amount approvers must approve the requisition or whether only one from a group of multiple
approvers has to approve it. The institution does not have to use the $10,000 threshold and can edit this
if needed.

If the requisition was not generated from the GeorgiaFIRST Marketplace, it will bypass this approval
stage (this can be changed by the institution). If the requisition is below the set threshold and was
generated from the GeorgiaF/RST Marketplace, it will also bypass this approval stage.

Stage 4: Item Type-Based Approvals

In Approval Stage 4, approvals are based upon the type of item being requested. Within this stage, there
are seven potential approval paths. Each path is optional for the institutions.

e Stage 4, Path 1: Asset Approval
If the item on a Requisition line is an asset and charged to an Asset Account, it will be routed to
the person set up as the Asset Approver. The accounts included in this path are 743200, 744200,
and 800000 through 899999.

An Asset Approver must have the role “BOR_ASSET_APPR.” If your institution chooses to use the
Asset Approver path, there can be multiple asset approvers. The institution will determine
whether all asset approvers must approve the requisition or if only one from the group of
multiple approvers has to approve it. In addition, institutions may identify additional account
codes for asset approval, and they may add monetary amount criteria (i.e., asset item unit price
greater than $5,000).

e Stage 4, Path 2: Audio Visual Approver
This is an optional approval path and is for any item on a requisition line that contains an NIGP
code related to Audio Visual items or services. An NIGP code is the National Institute of
Governmental Purchasing’s coding classification used primarily to classify products and services
procured by state and local governments.

In PeopleSoft, the Category ID is tied into the NIGP Code. In the GeorgiaFIRST Marketplace, the
NIGP code is already tied into items. For requisition line items not generated from the
Marketplace, the Requester enters the proper Category ID. For those line items that have an
NIGP Code related to Audio Visual items and services, the system will route the requisition line
to the Audio Visual Approver.

An Audio Visual Approver must have the role “BOR_AUDIO_VIS_APPR”. If your institution
chooses to use the Audio Visual (AV) Approver path, there can be multiple AV approvers. The
institution will determine whether all AV approvers must approve the requisition or if only one
from the group of multiple approvers has to approve it. In addition, institutions may identify

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017
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additional NIGP codes for audio visual approval, and they may add monetary amount criteria
(i.e., item has an NIGP code of 06400 and is greater than $1,000).

e Stage 4, Path 3: Chemical Approver
This path is also an optional one, and is for any requisition line with an NIGP code associated
with chemicals. If the NIGP code for the requisition line is associated with a chemical purchase,
the line will route to the Chemical Approver.

A Chemical Approver must have the role “BOR_CHEMICAL_APPR”. If your institution chooses to
use the Chemical Approver path, there can be multiple Chemical Approvers. The institution will
determine whether all chemical approvers must approve the requisition, or of only one from the
group of approvers must approve it. In addition, institutions may identify additional NIGP codes
for chemical approval, and they may add monetary amount criteria.

e Stage 4, Path 4: Facilities Planning and Design Approver
This optional path is for any requisition line with an NIGP code associated with facilities planning
and design.

A Facilities Planning and Design Approver must have the role “BOR_FACILITIES_APPR”. If your
institution chooses to use the Facilities Planning and Design Approver path, there can be
multiple approvers in this path. The institution will determine whether all Facilities Planning and
Design approvers must approve the requisition, or if only one from the group of approvers must
approve it. In addition, institutions may identify additional NIGP codes for facilities planning and
design approval, and they may add monetary amount criteria.

e Stage 4, Path 5: IT Approver
This approval path is for any IT hardware or software approvals, and is also optional. For any
requisition line that is for a computer hardware or software purchase or service (based on NIGP
code), the system routes the line to the IT Approver.

An IT Approver must have the role “BOR_IT_APPR”. If your institution chooses to use the IT
Approver path, there can be multiple approvers in this path. The institution will determine
whether all IT Approvers must approve the requisition, or if only one from the group of
approvers must approve it. In addition, institutions may identify additional NIGP codes for IT
approval, and they may add monetary amount criteria.

e Stage 4, Path 6: University Relations Approver
The sixth approval path in stage 4 is also optional and is for the University Relations Approver.
For any requisition line that relates to media contact, logo use or copyright items (based on
NIGP code), the system routes it to the University Relations Approver.

The University Relations Approver must have the role “BOR_UNIVREL_APPR”. If your institution
chooses to use the University Relations Approver path, there can be multiple approvers in this
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path. The institution will determine whether all University Relations Approvers must approve
the requisition, or if only one from the group of approvers must approve it. In addition,
institutions may identify additional NIGP codes for University Relations approval, and they may
add monetary amount criteria.

e Stage 4, Path 7: Default NIGP Code — 00000
The seventh approval path in stage 4 will route to a Buyer Approver in the event that a
GeorgiaFIRST Marketplace Requisition line does not have an NIGP code. If the line item does not
have an NIGP code, it will default to the “00000” NIGP code. This requisition line will
automatically route to a Buyer Approver for correction.

e Stage 4, Path 8: Furniture Approver
This path is optional. The Furniture Approver must have the role “BOR_FURNITURE_APPR”. If
your institution chooses to use the Furniture Approver path, there can be multiple approvers in
this path. The institution will determine whether all Furniture Approvers must approve the
requisition, or if only one from the group of approvers must approve it. In addition, institutions
may identify additional NIGP codes for Furniture approval, and they may add monetary amount
criteria.

e Stage 4, Path 9: Human Resource Approver
This path is optional. The Human Resource Approver must have the role “BOR_HR_APPR”. If
your institution chooses to use the Human Resource Approver path, there can be multiple
approvers in this path. The institution will determine whether all Human Resource Approvers
must approve the requisition, or if only one from the group of approvers must approve it. In
addition, institutions may identify additional NIGP codes for Human Resource approval, and
they may add monetary amount criteria.

e Stage 4, Path 10: Pharmaceutical Drug Approver
This optional path is for any requisition line with an NIGP code associated with pharmaceutical
drugs. The Pharmaceutical Drug Approver must have the role “BOR_PHARM_DRUG_APPR". If
your institution chooses to use the Pharmaceutical Drug Approver path, there can be multiple
approvers in this path. The institution will determine whether all Pharmaceutical Drug
Approvers must approve the requisition, or if only one from the group of approvers must
approve it. In addition, institutions may identify additional NIGP codes for Pharmaceutical Drug
approval, and they may add monetary amount criteria.

e Stage 4, Path 11: Budget Reference Approver
This optional path of approval will route to a Budget Reference approver for any requisition line
where the Budget Reference does not equal the Fiscal Year. The Budget Reference approver
must have the role “BOR_EP_BUD_REF_APPR”. If your institution chooses to use the Budget
Reference Approver path, there can be multiple approvers in this path. The institution will
determine whether all Budget Reference Approvers must approve the requisition, or if only one
from the group of approvers must approve it.
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Stage 5: Buyer Approval

In Approval Stage 5, the system will route all Special Request Requisitions (those requisitions not built
from the GeorgiaFIRST Marketplace) to the person designated to give buyer approval. This stage is
primarily used for Special Request Requisitions since they are not built from contract-approved catalogs.
The Buyer Approver can then ensure the line item meets all procurement policies.

Institutions may choose to have multiple Buyer Approvers. In addition, the institution can choose
whether all Buyer Approvers must approve the requisition or if only one needs to act on it. Finally, the
institution may choose to inactivate this stage or include it for all requisitions.

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).

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.

o 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
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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.
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Chapter 2: Accessing and Navigating the
GeorgiaFIRST Marketplace

As mentioned earlier, Shoppers access the GeorgiaFIRST Marketplace through the PeopleSoft Financials
system. Once you have your PeopleSoft User ID and password, as well as the Self Service URL, you are
ready to log into the PeopleSoft Self Service site.

Logging into PeopleSoft Financials Self Service

Most Shoppers will access the GeorgiaFIRST Marketplace via Self Service. There may be some Shoppers
who will log into the main PeopleSoft Financials database. These Shoppers will also have additional
roles, requiring them to have access to the core system. The URL that your local Security Administrator

provides you will take you to the correct location.

ORACLE
PEOPLESOFT
User ID

Password
Slgn In

Forgot My Usemame or Password
Register For My Account

How To: Accessing GeorgiaFIRST Marketplace through PeopleSoft Financials Self Service

1. Navigate to the PeopleSoft Financials login page.

2. 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.

3. Click the Sign In button.
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i

Personalize Content | Layout ? H

Q
©
1

Menu
Search:
®
My Favorites
Employee Self-Service
Manager Self-Service
Purchasing
eProcurement
Travel and Expenses
» Accounts Payable
Commitment Control
General Ledger
Real Time Bottom Line
Enterprise Components
Warklist
Reporting Tools
e —
GeorgiaFirst Marketplace
LS 1aTs [ 1y -] o R

My Preferences

My System Profile
4. Depending on your institution, your screen may vary slightly from the one pictured above. You

may see your institution’s logo and welcome message. However, the menu should look familiar.
To access the GeorgiaFIRST Marketplace, select the GeorgiaFIRST Marketplace link in the menu.

Favorites « Main Menu »  (GeorgiaFirst Marketplace

ORACLE’

GaFirstMarketplace

GeorgiaFirst Marketplace

5. Select the GeorgiaFIRST Marketplace button.
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My UNG ‘Rt
W Shep o Shepping 3 it v
Shap | Fverything Enter search eriteria here | 6o

Bk Yot v sobichy | Dvetes | pick oviler Birewats svpphiens | cobugornes| sontracti | oh

* Geargia Praferred Supplisrs

to the g (GFM) site.
Please see below for important notes and updates -
reTelimm Ry E—
We recently added stickers for ssme camman GFM suppliers that hove 5
hasted items to improve the thopping experience. For these suppliers,
click an the sticker to quickly access a search bax for iteras frem that
Supplier ~ Maintenance, Repair, & Operation
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« Office Supplies and Computers
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~ Lab Supplies
A A
(G s CARBLINA

~ Books and Media

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

Logging in through PeopleSoft Financials Core System

For Shoppers who have access to the core system, access to the GeorgiaFIRST Marketplace is slightly
different.
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ORACLE
PEOPLESOFT

Password

Select a Language

English

B Enable Accessibility Mode

How To: Accessing GeorgiaFIRST Marketplace through PeopleSoft Financials Core System

1. Above is the PeopleSoft Financials log in page.

2. 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.

3. Click the Sign In button.

ORACLE’

Menu T ov

Search:
@

My Favorites
Employee Self-Service
Manager Self-Service
eProcurement
Travel and Expenses

» General Ledger
Real Time Bottomn Line
Enterprise Components
Worklist

» Reporting Tools

PeopleTools
| GeorgiaFirst Marketplace l

Change My Password
My Preferences
My System Profile
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4.

Depending on your set up, you may have different menu options. However, you will have a link

towards the bottom of the menu for the GeorgiaFIRST Marketplace. Select the GeorgiaFIRST
Marketplace link to enter the Marketplace.

W Thep - Shepping

Shap | Fverything Enter search eriteria here | 6o

o Nos sedvamied seanch | fevontes | gack ooder Browses supphers | cebegones | sentracts | <h

* Geargia Praferred Supplisrs

to the Gearg (GFM) site.
Please see below for important notes and updates

reTelimm Ry E—
We recently added stickers for ssme camman GFM suppliers that hove 5

hested ifems to improve the shopping experience. For these suppliers,
click an the sticker to quickly access a search bax for items from that
Supplier ~ Maintenance, Repair, & Operation

Wi have cver 100 suppliers i the Georgiafirst Marketplace. To access

dn mat hae icons i the showzase 1o the right, enter the s, o @
or suppler name in the Shap/Search bar 2 the fop and chck

~ Office Supplies and Computers

~ Lab Supgplies

o meoM | e

Ent

(G vwne s CARGLINA

~ Books and Media

5. Notice that the GeorgiaFIRST Marketplace is now displayed in your main window. You are now

able to start navigating through the marketplace. You should see your institution logo in the top
left corner of the GeorgiaFIRST Marketplace.
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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, click on the Home icon. You
can also click on your institution’s logo in the upper left corner to return to the home page.

W Shop  Shapping © % 7 - I
Shop | Fverything E b criteria b B3
G o | [ —— | |
* Georgia Preferred Suppliers
to the GeorglaFi place (GEM) site,
Please see below for impartant notes and updates: o &
ST ] i i
We recently added stickers for some common GFM suppliers that have
hosted items to improve the shopping experience. For these suppliers.
elick on the sticker to quickly access a search bax for items from that
supplier, * Maintenance, Repair, 8 Operation
[5T o @»
v Office Supplies and Computers
== [DéiL | = L L | Py =
el - oh US4 pomecl
¥ Lab Supplies
[GF-—"% vwnes CARGLINA

~ Books and Media

G

User Information: In the top right of the GeorgiaF/IRST Marketplace, you will see your name. The drop-
down arrow by your name provides a link to your user profile, where you may verify your user
preferences and settings, including changing your color theme and setting up your cart assignees.

1. Navigation Breadcrumbs and Screen Title: The screen title indicates the title of the current page
that you are on. Breadcrumbs in software applications like the GeorgiaFIRST Marketplace offer
users a way to trace their path back to their original landing point.

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

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

4. Navigation Icons: Down the left side of the GeorgiaFIRST Marketplace are the primary
navigation icons. By clicking on an icon, the screen refreshes to display sub-links for the topics or

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017

23



% eProcurement &

GeorgiaFIRST Marketplace &s Navigating GeorgiaFIRST Marketplace

functions covered in that particular part of the Marketplace. The links that you see are
dependent on your permissions.
0 Home: This icon returns you to the Home page from any other parts of the application.
0 Shop: This icon is used for shopping and provides quick access to other parts of the
application. You can also View and modify the current shopping cart, create new carts,
delete existing carts, and prepare the active cart for processing.
0 Documents: This icon allows you to search for documents that you have created.
0 Contracts: This icon allows you to look up statewide contracts.

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

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

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

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

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

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

11. Online Help: Online Help is accessed by clicking on the question mark anywhere in the
application or by clicking on hyperlink text. Text with associated Help is indicated by text that
changes colors when mousing-over the text. Much of the text in the application can be selected
and a secondary Help window displays.
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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 3: 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.

Contract Type Custom Catalog Order of Purchase Order  Contract Number
Attribute Precedence Type
Intergovernmental Intergovernmental 0 IGA Goes to the PO
Agreement Line Item
Mandatory State Mandatory State 1 SWCM Goes to the PO
Contract Contract Line Item
Agency Contract Agency Contract 2 AC Goes to the PO
Line Item
Statutory Statutory 3 MAN Goes to the PO
Mandatory Mandatory Line Item
Convenience State  Convenience State 43 SWCC Goes to the PO
Contract Contract Line Item
Statutory Statutory 4b PRF Goes to the PO
Preferred Preferred Line Item
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Chapter 4: Searching for Items in the GeorgiaFIRST Marketplace

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 with which 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.

eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017

27



% eProcurement & ;-

GeorgiaFIRST Marketplace &'« Searching for Items

Using Simple (Basic) Search
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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 GeorgiaFIRST 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 (Supplier)

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

e Alternate Name and Alternate Part Number(s)
e C(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 search only 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 searched 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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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 ePro retrieves your search results, you can use the filter options to refine them. Primarily, you can
use the filter options for “Custom Attributes” to see those items on a state contract, agency contract,
etc.

How To: Perform a Simple Search

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

2. Select the appropriate Product Category (optional).

3. Enter one or more keywords.

4. Press the Go button.
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Using Advanced Search

By using Advanced Search, you are able to enter additional criteria to generate more specific search
results than with Simple Search. The search criteria available depends on the product category selected
and includes custom catalog attributes to identify contract type. By default, once you open the
Advanced Search function after entering the GeorgiaFIRST Marketplace, it will remain open for
subsequent searches, for the remainder of the shopping session.
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We recently added stickers far tame samman GFM suppilers that have E
hested ifems to improve the shopping experience. For these suppliers,
cllck an the sticker b quickly access a search bax for items fram that
Supplier  Maintenance, Repair, & Opsration
place, To atcess

~ Office Supplies and Computers

A A A A g A
== Dot ) S
~ Lab Supplies
B L, g CARGLINA

~ Books and Media

To access Advanced Search, select the Advanced Search link found below the Simple Search (Shop at the

Top).
eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017

31



% eProcurement &

GeorgiaFIRST Marketplace &s Searching for Items

Elizabeth Lemerande ¥ ¢

A Home

W shop ™ Shop > Shopping > Shopping Home v

#l) oocuments "
4 umen Advanced Search |Everything v simple search
& contracs Find Results That Have:
1 All of These Words ENTER SEARCH KEYWORDS | Supplier
. Reporting
Part Number (SKU) Manufacturer Name
‘Other Options
Exact Phrase Exclude Words

Any of These Words

Custom Attributes
1-Mandatory State Contract §§ O
3-Statutory Mandatory 0

4-Convenience State Contract [

5-Preferred =

m Hide Advanced Search on search results[)

Go to: simple sarch | faverites | quick erder  Browse: suppliers | categeries | contracts | chemicals

v Georgia Preferred Suppliers
I 1

Welcome to the GeorgiaFirst Marketplace (GFM) site.

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

Search Description

Criteria Field

All of These This field functions in the same way that Simple Search does. Only products
Words containing 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).
(SKU) This 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 “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
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Description

Criteria Field

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

Name that 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. Onthe 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)

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, perform the search with Mandatory State Contract selected.
6. Click the Search button
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Search Result Details

Search results display below the Simple and Advanced Search.

#y UNG "5 2
Advanced Search | Everything
Find Results That Have:
Pras tight
Exclucle Words
Results far: Everything - flash light + 1-Mandatory State Contract
Showng 1 - 2 of 2 Results
Add Keywsrds 7 ResultyPerPage |20 Sart by fest Match = Pagetatl sl
m Canon Macro Twin Lite MT-24EX from Southern Computer Warehe B69.01 USD '
SR ek 184
Fitter Results 14 m N
By Custom Attribute ]
e e PENTAX AF 360FGZ Flash for Ist D Serles digital SLR cameras from Southern Computer Warchouse (SOW) 11.50 USD T
By Supplier AR " e
Southern Computer Warehouse (S0W) (2] W aibure i 1 [ At vo Comt | 7]
By Category 5 : = IS Ba—
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Here are the detailed explanations for the Search Results user interface:

Search Results Description

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

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

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

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

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

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

through Filters selecting 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
Search Results which 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
Where are my counts?

By Custom Attribute

Furniture - Delivered and Installed

Furniture - Dock Delivery
Furniture - Inside Delivery
1-Mandatory State Contract

By Supplier

Affordable Interior Systems, Inc.

Agati, Inc.

ALAMO GROUP (TX) INC
Arcadia Chair Company
ARIENS COMPANY

By Category
Agricultural tractars
Backhoes

Benches

Elowers

Bookcases

By Packaging UOM
EA

1/EA

PE

By Result Type
Products

By Manufacturer

Affordable Interior Systems Inc.
AGATI

Alamo Industrial

Anderson Mfg.

Arcadia Chair Company

maore...

mare...

MOore.,.

eProcurement and GeorgiaFIRST Marketplace
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Filtering Results

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.
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| In addition, you can apply multiple filters under
| ek Do one filter option by selecting the add filter...
:vrmjzwu icon (funnel with green plus sign). By selecting
[ 5:::[;‘::;’; -- the add filter...icon, you can choose more than
[ chain saw T Power tnmeners

£ s oring s one filter option. Simply select the options you

[ €lassroam chairs | Punches ar nail 5015 or drifts

Eiiacss NI Sl want through their checkboxes and then click
[] €oncrate saw | Roat cutter

U 1 creative play and rest time fumishings for daycare and early chidhood faciities T Rotary tller or power tler 3 the Filter button.
m} i Ol saws
() secateirs or pruning shears

| pisplay stand
O edge trimener Jad steer loaders
Clrdgers ] sloped readng tables
| Engine Repar it | Snow blawers
Engines | Sod cutter
Fertilizer spreaders or distributors 1 o covering machine
Flabed traders C Speciahzed and recreatsanal vehicles
] sprayers
O stands
T starm water drainage
[ Heage chppers ] shaty earrels
[ Hedge trimmer Ol Tatiles
[ migh branch sheas 1 Task seating
Tl Tebescopng boam Kt
| Track sweseatars
| Track baaders

IS (] paobidie bench tables
] waawer parts or accessores
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Filter Results ?
By Custom Attribute Te

Furniture - Delivered and Installed (512)

Furniture - Dock Delivery (489)

Furniture - Inside Delivery (512)
1-Mandatory State Contract (1337)

By Supplier Te
Adden Furniture, Inc. (30)

Affordable Interior Systems, Inc. (24)

Agati, Inc. (323)

American Seating Company (18)

Blockhouse Company, Inc. (84) MAre...
By Category T If you want to remove a filter, click the remove
Showing only results matching: selected filter icon (funnel with red minus sign).

Tables (1135)
Task seating (402) show all...

By Packaging UOM
EA (1537)

By Result Type
Products (1537)

By Manufacturer Te
Adden Furniture Inc. (30)

Affordable Interior Systems Inc. (24)

AGATI (325)

American Seating Company (18)

BERCO AMYWAY (3) mare...

Over the next few pages, we will detail how to search using other methods.
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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. In addition, suppliers can
have a caption indicating what the supplier offers, what special discounts they have, or the contract

number.

L1 UNG i caen

W Shop © Shopping © %

Shop | Everything Enter search criteria here B
Go tor aduanced waarch | fovorites oty Browses wppliens | categoris | contractt | chemical

* Georgia Preferred Suppliers

to the GeorglaFi place (GFM) site.

Please see below for impartant notes and updates: o &
(ST S i

We recently added stickers for some cammon GFM suppliers that have e
hosted items to improve the shopping experience. For these suppliers.
click an the sticker ta quickly access a search bax for items from that

suppiier. * Maintenance, Repair, & Operation

e have cver 100 suppllers in the
suppiérs that do ot have son: Bstew ey @
product ar supplier iame in

o

v Office Supplies and Computers

== [DéLL | i [ 1 | . e
v Lab Supplies ?
(G-~ vwme CARGLING

~ Books and Media

G

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

™ Shop ~ Shopping © Shopping Home =

Shop |Everything

Go to: advanced search | favorites | quick order  Browse: suppl

¥ Georgia Preferred Suppliers
Welcome to the GeorgiaFirst Marketplace (GFM) site.

Please see below for important notes and updates:.

Wer ly added sti for some GFM suppliers that have
hoested items to improve the shopping experience. For these suppliers, S _|
click on the sticker to quickly access a search box for items from th
supplier.

Georgia Correctional Industries (GCI) @ ation

We have over 100 suppliers in the GeorgiaFirst Marketplace. To access detergenﬂ ﬁ

suppliers that do not have icons in the showcase to the right, enter the w
product or supplier name in the Shop/Search bar at the top and click ‘

"Gar.

v Office Supplies and Computers

A Al

General Office Supplies

2. Enter keywords into the Search field and click the Search button.
3. Search Results will appear in the same format as the Simple Search and Advanced Search

1 UNG "
W Shep © Shepping o 5
Shap |Fverything Hetergent B
e o e e e e L I i
Results for: Everything : Georgia Cormactional Industries (GCI) + detergent
Showing 1+ 11 of 11 Resuts
Add Keywords T Resuls per age |20 Sort by: | Eest Match +l Page 1ol 11
o Low Sudsing Detergent from 3 Cormectional Industries (G 20.00
Part Muniber 5518
Filtar Reaubts ? - - m i
By Supplier
Showing anby revelzs malciving: Buiit Liquid Detergent from Geargia Correctional Industries (G 85.00
Seorghs Correctionad Industries (61 {11 - + Rumiber 4 4t
= g /
By 3 n Manulactures in 4 : : . 1 | Addto Caet | v]
Built Liquid Detergent from Georgia Correctional Industries (GC1) 120.00
) SAGAL
By Packaging UOM
. b o ot [ 7]
Liquid Laundry Datergant froe
By Rarai Type G r i A ;
rducts (1)
By Manufacturer :
e Liquid Laundry Detergent from Georgia Correctional Industries (G01] 331.00
t Humbe 15/GAL
= | A e ot | ]

4. You can narrow 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
you find the chapter you want (product category), a single click takes you to all of the products provided
by that supplier in that selected category. This functionality is different from selecting a specific supplier
from the Showcase or through Punch-outs.

'l UN(; uijt\;izﬁlilg‘.f( RGIA™
—

¥ Shop ™ Shop - Shopping ~ BrowseBy -~ Suppliers+

Documents

or Supplier

Hosted Catalog v

Showing 0 of 96 Results

Supplier Type

Results Per Page |20~ Sort by: Best Match
Supplier Name Type Preference

Acuity Specialty Products u ASS
Adrenalin Powersports,Inc. | ATU
Advanced Business Supplies | Bol
Agilent Technaologies | I*l Brig
Alligare LLC | Car
Allseating Corp. u Clys
Alisteel o CPs
American Bio Medical | CR
ANTHRO INTERNATIONAL | W
ARTOPEX INC | DA
Results Per Page | 20
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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.

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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Searching for Items

The “Browse by Category” functionality is similar to the “Browse by Supplier” functionality. The main

difference is that, instead of viewing one supplier’s table of contents, you view all supplier tables of

contents. 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 items, across all suppliers, in a certain category.

A Home

¥ Shop

UNG UNIVERSITY &
‘l NORTH GEORGIA®
_—

™ Shop - Shopping Browse By - Categories+

Categories

Category Search > Lab Supplies

B [jzLlab Supplies

Biochemical Compounds  view (incl. sub-categories)

Cell Biology  view (incl. sub-categories)

Chemical Reagents

ncl. sub-categories)

Chromatography incl. sub-categories)

Electrophoresis  view ategories)
Laboratory Equipment

Laboratory Supplies

Maolecular Biology — view (i -categories)
Radiochemicals  view (i h-categories)
Safety and Cleaning  view (incl. sub-categories)
Spectroscopy  wview (incl. sub-categories)

= Medical/Clinical
(,["/Offi:ef(:omputer
§ MRO/Facilities
& Fumniture

& Services

ﬁ Manufacturing
.]Books

fiElectronics

7 :Specialty
ﬂﬂFuchFuod Equipment
GSupplies Manager

How To: Browse for Items by Category

incl. sub-categories)

ub-categories)

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

eProcurement and GeorgiaFIRST Marketplace

© 2017 Board of Regents of the University System of Georgia. All Rights Reserved.

44

Shoppers User Guide —v1.2
07/01/2017



% eProcurement & ;-

GeorgiaF/RST Marketplace &«

Searching for Items

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

page.

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

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.

i UNG S5 e

W Shop - thepping

Select
Add to Cart
Praduct Detalls
Catalog No.
Price
Supgplier

Categary
uoM

Price par LOM

Product Size

Price par Product Size Unit

Select unts.

* 4-Convenience State
Cantrast

Category UNSPSC
Color
Image URL
Lesd Time
Manufseturer Name

Manufacturer Part Number
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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:

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.

Sekete kO e i |

eQuotes  ePO Requests  Order Templates

ot
PSS mae e

Hame * Products
Products

All Products (376767 @ My Store (279) @

. Promations & Special .8 g r&.
=, @ L 60 @

cutting Tesls & Fastonsrs satery Mazerial Hansling, Pouser Toeds & Equipmant
Metalworking Ssarage, & Transmission &
Packaging Mater

o S 2 . Vims ’ V'3

Abrasives Electrical Plumbing Hydraulics & welding Fleet & Rutomative
Prieumatics

¢ © \N § B |

Litting and Rigging Hardwars Raw Matorials HVAC Chamicals & Paints Lighting
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How To: Search from Punch-Out Suppliers

1.

From the GeorgiaFIRST Marketplace home/shop page, click on the Punch-Out supplier of your
choice.

The system will redirect you to that supplier’s webpage. (If you decide that you do not want to
search from the punch-out supplier, select the Cancel Punch-out button in the upper right
corner of the screen. You will return to the GeorgiaFIRST Marketplace.)

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.

Select your items using the punch-out supplier’s tools (i.e., “Add to Cart,” “Add Item,” etc.).
After selecting your items, check out of the punch-out site. Checking out will be different for
each supplier. For example, to check out of the Fastenal punch-out site, you select the “Check
Out” button within your shopping cart and then choose “Complete Checkout.” This action places
the items you selected into your GeorgiaF/RST Marketplace shopping cart. (An order is placed
with the GeorgiaFIRST Marketplace, NOT the supplier, when you check out of a punch-out site.)
After checking out of the punch-out supplier’s website, you return to the GeorgiaFIRST
Marketplace where you can add additional products to your shopping cart from other punch-out
suppliers, as well as hosted catalog suppliers.
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Chapter 5: Shopping for Items in the GeorgiaFIRST Marketplace

Now that you know how to search for items, you are ready to begin building your shopping cart in the
GeorgiaFIRST Marketplace.

Here is the process to follow when you are a Shopper in the GFM:

Search for Place Review Assign your

[tems items in and edit Shopping Cart
your Shopping to your
Shopping Cartif Requester
Cart needed

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 a cart, you can locate it by clicking the Shopping Cart icon, then clicking My Carts and
Orders and Open My Active Shopping Cart. You can locate all of your carts under the “View Draft
Shopping Carts” sub-link in My Carts and Orders. 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 to the one you are setting up or
that you might wish to finish later. Initially, we will work with only one cart. Later in this chapter, we will
discuss working with additional draft carts. Remember, your active cart is the shopping cart to which
you are actively adding items and assigning to a requester.

Adding an Item to a Cart

Shopping carts represent items that you have selected to purchase. Shopping carts contain line items
that represent items or products being requested through the GeorgiaFIRST Marketplace. There are
multiple ways to add items 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.
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How To: Add Items to your Shopping Cart from the Product Search Results Page

Shop | Everything | [tube m J

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

Results for: Everything : tube
Showing 1 - 20 of 4000+ Results What does "+" mean?
? Results Per Page 20 ™ Sort by: | Best Match bt 4|Page of 200|»| 2

Extension Tube 8F 700 LC 61" from Moridge Manufacturing, Inc. 64.49 Usp
Part Number b
Manufacturer Info - (Moridge Mfg. Inc.) 1
¢ Contract Mumber 99999-001-SPDO000102-0020 more info.. T e
Tractors & Mowers
Yo
30cc, backpack blower, tube mount throttle, 360cfm, 145mph, 14.8lbs from WESTOVER LAWN AND GARDEN 207.96 UsD
Part Mumber 1308T EA
Manufacturer Info 965102204 - (Husqvarna) 1
Contract Number 9999 -SPD0O000102-0001 more info... add favorite | compare
Tractors & Mowers
© 50.2cc, backpack blower, tube mount throttle, 494cfm, 251mph, 22.51bs from WESTOVER LAWN AND GARDEN 239.96 UsD
Part Mumber 1508T EA
Manufacturer Info 965877601 - (Husqgvarna) 1
Contract Number 00001 1 moreinfo... add favorite | compare
?# Tractors & Mowers
1. From the GeorgiaF/IRST Marketplace home/shop page, search for the item using your preferred
search method.
2. From the search results, locate the item you wish to add.
3. Forthatitem, enter the quantity you wish to request.
4. Select that item’s Add to Cart button.
eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
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How To: Add Items to your Shopping Cart from the Product Description Pop-Up

| @ Product Details - Mozilla Firefox

=

Extension Tube 8F 700 LC 61"

~

B @ @ https//solutions.sciquest.com/apps/Router/GeneralCatalogltemDetailsPopup?ltemld=4253699&ItemSource= 6&Rowlndex= 185

- O X

{Ictsei

All Locations

Location Price

P.O. Box 810, P.O. Box 810, 103 5. Hwy 21, Moundridge, Kansas 67107 US

Product Details

Supplier Moridge Manufacturing, Inc. Preferred Fulfillment Address 1

Part Mumber 643314 location hide other locations
Manufacturer Name Moridge Mfg. Inc. Price 64.4% USD

Manufacturer Part 643314 Quantity

Number [ | 2dd To Active cart . w
System Packaging EA

Fulfillment Address 1 64.49 USD 1 =

Supplier UOM EA
Buyer UOM EA
Category Mower parts or accessories w

Quantity Add to Cart

1. From the GeorgiaFIRST Marketplace home/shop 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.

eProcurement and GeorgiaFIRST Marketplace
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How To: Add Items to your Shopping Cart from Product Comparison

UNG "Saai
" o S
W Shop © Shepping
Select
Add to Cart
° [ anl A s Cart ] a1 =
Product Detalls Fats BF 7 Chal backpack blower, tube m t thratle fr 4
Catalog No. 643314 13067
Price B449 USD 20796 USD
Supplier
Category
vom
Price per UOM £4.49 USD / yns 20796 U0 / unit

1. After searching for items and selecting items for comparison, open the Product Comparison
page by selecting the Compare Items button.
2. From here, you can add items to your shopping cart in one of two ways:
a. Enter the Quantity and click the shopping cart icon, or
b. Place a check in the desired items Select checkboxes and choose Add to Active Cart in
the Action drop down list.

How To: Add Items from a Punch-Out Supplier

1. From the GeorgiaFIRST Marketplace home/shop page, select the Punch-Out supplier by clicking
on its name or icon in the Punch-out section.
The Marketplace redirects you to the supplier’s punch-out site.

3. Search for products and add products to the cart in the supplier’s punch-out (this process varies
from punch-out to punch-out).

4. Use the supplier’s mechanism to return products to the GeorgiaF/IRST Marketplace (this process
again varies from punch-out to punch-out).

5. Upon returning to the GeorgiaFIRST Marketplace, the selected items will be in the active
shopping cart and you will be on the Shopping Cart page.

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.
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iy UNG ‘S5
"

W Shop My Carts and Orders > Open My Active Shopping Cart =

¥4 Shopping Cart for gizabeth Lemerande

? O e Perform a tion on (0 it c cal
=1 erform an action on (0 items se
Have you made changes? | Update | Help | Empty Cart Create New Cart Perform an a on (0 s sal

Fasenar | Fastenal Company  more info.
—

The item(s) in this group was retrieved from the supplier's website. What does this mean?

Need to make changes? MODIFY ITEMS | VIEW [TEMS Item(s) was retrieved on: 6/28/2017 9:52:02 AM

Elizabeth Lemerande ¥ s ™ A& W1333UsD |EEiaae)] Q

4 Continue Shopping 1 item(s) for a total of 13.39 uso

Name this cart: |2017-06-28 OIITLIZ 01 m or Assign Cart

ed)..| v Select All [J

Part Number 3120235
Manufacturer Info 10128505 - (OSG USA, INC)

Contract 99999-001-5PD0000114-0002 more info...
More Actions | v y
Maintenance Repair & Operation change..

Shopping Cart Name

Line(s): 1
Product Description Unit Price  Quantity Total []
“EJ’::::E:D:; #30 x 2-3/8™ OAL HSS 130[DEG] TiN Finish Screw Machine Drill - 1339 use 1 133900 O
. EA

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. To do so, simply retrieve your Shopping Cart.

UNG UNIVERSITY of
-l NORTH GEORGIA™
=

Shop ~ My Carts and Orders © Open My Active Shopping Cart =

= Shopplng Cart foreizabeth Lemerande

Mame this cart: |2017-06-28 QUTLIZ 01

How To: Rename Your Shopping Cart

1. Retrieve your shopping cart.
2. Input your new shopping cart name in the ‘Name this cart’ box.
3. Click the Update button directly below the cart name.
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Removing Items from the Cart

You can remove items from a shopping cart either individually or all at once. GeorgiaF/IRST Marketplace
allows the removal of items from the cart, regardless of whether the item is from a punch-out supplier
or hosted catalog item.

How To: Remove Selected Items from a Cart

Elizabeth Lemerande ¥ & [ & W 13390sD [SEENGiate)] Q

U’NG UNIVERSITY o
-l NORTH GEORGIA™
=

'™ Shop My Carts and Orders » Open My Active Shopping Cart =

= ShODDInQ Cart forEizabeth Lemerande EicorsnuE Shoppeg 1item(s) for a total of 13.39 uso

MName this cart: |2017-06-28 OIITLIZ 01 Cancel PunchOut [l Assign Cart

d).. »  SelectAll []

Have you made changes? | update = | ¥/ Help | Empty Cart ‘ ‘ Create New Cart Perform an action on (0 item

Fstena | Fastenal Company  more info..
[E——

The item(s) in this group was retrieved from the supplier's website. What does this mean?

Need to make changes? MODIFY ITEMS | VIEW ITEMS Item(s) was retrieved on: 6/28/2017 9:52:02 AM

Line(s): 1
Product Description Unit Price  Quantity Total []
"i’::g:e;’;; #30 x 2-3/8" OAL HSS 130[DEG] TiN Finish Screw Machine Drill ¢- 13.39 use 1 13.39usp O
. EA

Part Number 3129235

Manufacturer Info 10128505 - (OSG USA, INC)

= Contract 99999-001-5PD00001 14-0002 more info..
More Actions | ~ . -
Maintenance Repair & Operation change..

1. Go to the Shopping Cart.
Option 1:

a. Select the Remove button on the product line.

3. Option 2:
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.

4. The selected items are then removed from your shopping cart.
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Add to Favarites
Remove Selected Items
Move to Another Cart

Change Supplier
Add to Draft Cart or Pending PR/PO
Remove Contract from Selected Lines

How To: Remove All Items from a Shopping Cart

'™ Shop My Carts and Orders » Open My Active Shopping Cart = Cart - Draft Requisition

w Sho P plng Cart forsizabeth Lemerande * Continue Shopping

Name this cart: |2017-06-28 OIITLIZ 01

Have you made changes? a8 @ Hel‘ | Empty cart Create New Cart | | perfori

‘ ﬂ I Fastenal Company more info..

The item(s) in this group was retrieved from the supplier's website. What does this mean?

Meed to make changes? MODIFY ITEMS | VIEW ITEMS ltem(s) was retrieved on: 6/28/2017 9:52:02 AM

Lina(s): 1
Product Description
"T::;f:;: #30 x 2-3/8" OAL HSS 130[DEG] TiN Finish Screw Machine Drill &-
Part Number 3129235
Manufacturer Info 10128505 - (OSG USA, INC)
Cantract 99999-001-5PD0000114-0002 more info..

More Actions H

Maintenance Repair & Operation change...

1. Go to the Shopping Cart.
2. Select the Empty Cart button.
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3. Click the OK button.
4. Your active shopping cart should now be empty.

Updating the Quantity of Items in a Cart

Once you have added items to your shopping cart, you may find it necessary to change the quantity. 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. Go to the Quantity field in the row of the item you want to update.

3. Enter the desired quantity.

4. Click the Update button directly under the Quantity field.

5. If you are making updates to more than one item, you can enter the desired quantity for all
items and then select the update button directly below the Shopping cart name to update all
quantities at one time.
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Selecting the Applicable Contract for an Item

Shopping for Items

Some items that you select may be listed on multiple contracts. The Marketplace will always default to
the lowest price. If you wish to change to a different contract (for example, the Dell Software Contract
to the Dell Networking Contract), you can select the appropriate contract while in the Shopping Cart. If
you are unsure which contract to use, contact your institution’s Procurement Lead.

(=2 Price Select - Internet Explorer

- ] X

\% https://solutions.sciquest.com/apps/Router/SimpleCartPriceSelectPopup?Documentld=89991168&Lineld=335309929& UnitPrice=733.82&UnitPrice_ ﬂ

Step 1: Select a Price Step 2: Select a Contract
Price set currency USD ) No Contract
®733.82 USD

99999-5PD-SPD0000060-0006 (Software)
(Current price)

~

_ This is a Statewide Contract for Software and Ancillary Services for the State of Georgia. This contract with Dell is for Software and Services in

() the following Categories: End User (Categary 1), Enterprise (Category 2), Microsoft Reseller Services (Category 3) Services available include
Maintenance, Support, Training, and limited consulting and installation services. See Exhibit A to each contract for the description of Software

and Services available through the contract.

99999-5PD-SPD0000060-006A (Software)

_ This is a Statewide Contract for Software and Ancillary Services for the State of Georgia. This contract with Dell s for Software and Services in
O the following Categories: Oracle (including Peoplesoft) Software and Databases (Category 4). Services available include Maintenance, Support,
Training, and limited consulting and installation services. See Exhibit A to each contract for the description of Software and Services svailable

through the contract.

99999-5PD-T20120501-0007 (Networking Equipment)

This is a statewide contract Networking Equipment and other IT Infrastructure Products for the State of Georgia. Dell contract awards cover the
following categories: Category 1 - Wired Networking & Infrastructure Products Category 2 - Metwork Optimization & Management Products
® Category 3 - Wireless Networking & Infrastructure Products Category 4 - Security Products. Currently, there are eighteen (18) new, active
suppliers on this Statewide Contract. It is anticipated that there will be 18 active suppliers on the Statewide Contract by the end of August 2012,
Metwork Equipment - 20664, Network Software - 20928, Network Support and Services - 92037, Metwork Consulting Sves - 91830, Network

Equipment Leasing - 98419,

99999-5PD-T20120702-0002 (PC Hardware, Related Equipment and Services)

This is the Statewide Contract (SWC) for Dell Hardware, Dell has four contracts, ane for software one for PC hardware, one for Servers and on for

~ Peripherals, The Dell hardware contract covers PCs, laptops, networking, and mobile refated products. For more details, see the contract

~ detalls/attachments. There are [8] Vendaor(s) on this statewide contract: Dell, HP, Lenavo, Howard, M&A, Transource, Panasonic, Ace. NIGP
Codes: 20410, 20413, 20416, 20442, 20448, 20453, 20454, 20455, 20460, 20464, 20468, 20476, 20477, 20484, 20684, 92007, 92031, 92047, 92056,

83921,20372,20772,20476,20673

~ SWC80813-01 (Servers/Storage)

" This is a copy of the State Contract. See SWC90813-01 for the supplier "Dell-SWC30813 (Server)” for additional contract info.

E3 cancel

How To: Select a Contract for an Item

1. Go to the Shopping Cart.

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

the contract name.

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

radio button.
4. Click OK.

eProcurement and GeorgiaFIRST Marketplace
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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.

Elizabeth Lemerande v % ™ & 'W313567USD |EElalEsae)]

UNG UNIVERSITY o
’l NORTH GEORGIA™ ?
=
W Shop » My Carts and Orders > View Draft Shopping Carts =
Create Cart
My Drafts legend ?
Active Cart ‘GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
2017-06-28 ONITLIZ 01 6/28/2017 3,13667 USD

How To: Delete a Shopping Cart

Select the Shopping Cart icon.
Select the My Carts and Orders sub-link.
Select the View Draft Shopping Carts sub-link.

P wnN e

Locate the cart you want to delete.
a. Your current (or active) cart will have an icon with a colored background.
b. Draft carts have an icon with a white background.
5. Press the Delete button on the right side of the screen.
6. After selecting Delete, the system deletes the cart immediately. Once a cart is deleted, it is
permanently removed and cannot be restored.
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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. However, you can create additional carts whenever
necessary. Draft carts can be created for a variety of reasons: they can be saved for future use, used for
setting up orders that are similar to your active cart, or used for standing orders you make on a regular
basis.

Under the Shopping Cart icon, you will see a link for My Carts and Orders. When you click on that link,
you will see two links: Open My Active Shopping Cart and View Draft Shopping Carts. The current
shopping cart that you are working with will be under the Active cart link. All of the carts you have
created will be under the Draft carts link. 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.

Elizabeth Lemerande v ¢ [ A& W 1220126USD [EEullisae)] Q

UNG UNIVERSITY o
—l NORTH GEORGIA™ 2
=
™ Shop ~ My Carts and Orders > View Draft Shopping Carts +
Create Cart
My Drafts legend ?
Active Cart iaFirst Marketpl Sk ing Cart Name Date Created Cart Description Total Delete
>z 2017-06-28 OlITLIZ01 6/28/2017 3,136.67 USD Delete
= 2017-06-28 OIITLIZ 02 6/28/2017 182,60 USD Delete
Office Supplies 6/28/2017 1220126 USD  Delete

As you can see in the picture above, our current active cart is Office Supplies because its icon has a
colored background. If we were to select the ‘Open My Active Shopping Cart’ link, we would see the
Office Supplies cart.
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'™ Shop

My Carts and Orders

UNG Uy
’l NORTH GEORGIA™
—_—

Name this cart: |Office Supplies

Open My Active Shopping Cart =

| — Shopplng Cart toreizabeth Lemerande

1) Continue Shopping

SEFICIT (AU =

3 Item(s) for a total of 12,201.26 u=o

Cancel PunchOut 4

Georgia Enterprises change...

Have you made changes? &{] | ' Help | Empty Cart ‘ | Create New Cart Perform an action on (0 items selected).. ‘v Select all []
Georgia Enterprises for Products & Services (GEPS) more info..
Product Description Unit Price Quantity Total ]
ner ESSE:;’?‘ Pillow, 20" x 24", Reusable (Prison Setting) - 24 per carton 4 13755050 1 137.55 usn LJ
un 22,
=\ Part Mumber 7359800005 24Phc, s
change
larger image Manufacturer Part Number  PIDET price...
. Contract GEPS-CERT more info...
[ esermaesoee Georga Enterprises chrge..
"EJ’" ’::E:n?; Pillow, 20" x 24", Clear Cover, Reusable (Prison Setting) - 24 per carton 4 16594 uso 1 165.94 uso L
un 28,
Part Mumber 7359800006 24:'”22
ang
larger image Manufacturer Part Number  PIDET-CV price...
" Contract GEPS-CERT more info...
n Georgia Enterprises change...
"EJ’" ’;:E:D?; Pillow, 20" x 26", Resuable - 24 per carton 4 10529 usp 113 11,897.77 uso U
un 28,
24PC, C§
' Part Number 7359800008 -
change
larger image Manufacturer Part Number  PIGP-S price...
n Contract GEPS-CERT more info...

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 colored 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

vk wnNe

Select the Shopping Cart icon.

Select the My Carts and Orders sub-link.
Select the View Draft Shopping Carts sub-link.
Select the Create Cart button.

In the Name this cart field, you can replace the system default cart name with a different one if

desired. Then click the Update button.
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Adding Items to a Draft Cart

Generally, when you add an item to a cart, 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 to which
draft cart you want to add the item. Select the appropriate cart by clicking its radio button. Then
select the Add to Draft Cart button.

Note: If your browser is set to block pop-ups, you will have to allow pop-ups temporarily to add
to a draft cart.

Add to Favorites
Remove Selected items

Add to Draft Cart or Pending PR/PO
I n e i ected
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UNIVERSITY]|
NORTH{

UNG

p - My Carts and O

Shopping

this cart: |Office Su

ou made changes?

Georgia

Item added on
Jun 28, 2017

d to Favorites ’

pre Actions :

larg

Item added on
Jun 28, 2017

d to Favorites

pre Actions :

=2 Add to Draft Cart or Pending Requisition/P... (] X

\@ https://solutions.sciquest.com/apps/Router/AddDocLineltemPopur a

Al

Please select the appropriate cart (active/draft),
pending requisition, or pending PO to which the
selected line item(s) are to be added.

Active Cart ?

GeorgiaFirst Marketplace Shopping

Salact Cart Name

Office Supplies (89994988)

Draft Cart ?

GeorgiaFirst Marketplace Shopping

Seleck Cart Name

2017-06-28 ONTLIZ 01 (89991168)
2017-06-28 ONTLIZ 02 (39994858)

Add to Draft Cart or Pending Requisition/PO

erande ¥

TEuTgE Lr o

currently active, though.

eProcurement and GeorgiaFIRST Marketplace
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1) Continue Sho

Create New Cart

per carton §

You will then see an “Added Successfully” message. You have not changed which cart is
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5 — _ erande v ¢ |w
ey & Add to Cart/Requisition - Internet Explorer X
NORTHG—
@ https.//solutions.sciquest.com/apps/Router/AddDoclLinelternPopug ﬂ
Carts and Org
. 1) Continue Sho
bping F
2017-06-28 OIITLIZ 01
Office Su|
Added Successfully ?
Supplier Ca:lac:ag Description Quantity
Georgia -
Georgia Pillow, 20" 1
Enterprises 7359800005 x 24",
far Reusable
jed on Products (Prison A
5, 2017 & Services Setting] -
- (GEPS) 24 per
carton
ove larg
I
ded on per carton §
2017
ites
ove larg
=[] — —

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 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 for which you wish to review history, select the More Actions drop down list.
4. Select Line Item History.

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 6: Assigning a Cart to a Requester

Now that you have searched for and added items to your shopping cart, you can then assign your
shopping cart to your Requester. By assigning your cart to a Requester, you are enabling that Requester
to create a Requisition for your items and submit them for approval.

Specifying a Default Requester

One of the first steps that you need to complete in the GeorgiaFIRST Marketplace is to identify who your
requesters are. Your institution will provide you with that information. You should have a Default
Requester and a back-up Requester. Your back-up Requester should be used whenever you know that
your default requester is unavailable (i.e., out on leave).

Before you can specify a default requester or assign a requisition to any requester, that requester must
have logged into PeopleSoft and entered the GeorgiaFIRST Marketplace at least once. The first time a
Requester logs into PeopleSoft and enters the Marketplace, all of their critical information is passed
over to the Marketplace, which allows you to select them.

Your institution may set up your default requester for you. However, if they do not, we will list the steps
below.

Um 'I_ZN‘I\']:R_\'I'['Y_\.u;r
'l NOKTH GEORGIA™
—

My Profile > Cart Assignees —

Elizabeth Lemerande Cart Assignees
User Name OIITLIZ Add Assignee...
My Cart Assignees ?
User Profile and Preferences Name Action
Default User Settings Shanda Agricola Set as Preferred | Remove |
Custom Field and Accounting Code Defaults Melody Armstrong (Preferred Assignee) Remove Preferred | Remove |
Default Addresses
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How To: Specifying a Default Requester

Select the Down Arrow next to your name.

Select View My Profile.

Select the Default User Settings option, within the User Profile and Preferences section.
Select the Cart Assignees option.

Click the Add Assignee... button.

Confirm your Business Unit appears in the Business Unit box.

Click the Search button.

Select your Requester by clicking on the Name.

LN R WNRE

Repeat steps 4 — 9 to add additional Requesters.
10. To specify your default Requester, select the Set as Preferred button.
11. Your default Requester should be in bold.

Shopper ChartField Defaults

As a shopper, you have a set of default ChartFields that will be charged when you request goods through
the GeorgiaFIRST Marketplace. In other words, you have a defined default account code that is charged
for the items that you request. This way, if you are a shopper for the Biology Department, the Biology
Department is charged.

Your institution set these up for you in the PeopleSoft system when they added you as a Shopper. As a
result, you do not need to input your ChartFields each time you create a shopping cart. They are already
tied to your Requester ID. (Every Shopper has a Requester ID in PeopleSoft where certain default
information is stored.)

The ChartFields tied into your Requester ID are:

e Fund Code

e Department

e Program Code

e (Class Field

e Project (if applicable)

The Account Code that will be charged will default based on the item. Each item in the GeorgiaFIRST
Marketplace belongs to an NIGP code (or product category). For example, pencils belong to one
category, while office furniture belongs to another. Therefore, when you request office supplies through
the GeorgiaFIRST Marketplace, the correct Account Code is charged.
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Note: When you assign your shopping cart to a Requester, you can add a note in the Note to Assignee
section specifying that a different ChartField should be charged. You should include the name of the
ChartField or set of ChartFields in your note. When you assign your shopping cart to your Requester, the
system automatically emails that Requester with a notification, including your comments. Whenever a
Requester enters the GeorgiaF/RST Marketplace, they will also be able to see any shopping carts
assigned to them.

Recommendation: Keep all items in one shopping cart assigned to one set of ChartFields. Comments are
added per shopping cart, not per line.
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Assigning a Cart

When you finish adding items to your cart and are ready to assign it to a Requester, you should be in
your shopping cart. If you do not want your default ChartFields charged for these items, you should
include instructions in the Note to Assignee section. The information you enter here before clicking the
Assign button will be included in the email notification sent to the Requester.

oe (3 Searcn (A+J )
UNG UNIVERSITY of
L NORTH GEORGIA"
W Shop > My Cartsand Orders > Open My Active Shopping Cartw > Cart - Draft Requisition
i . 4) Continue Shoppin:
< Shopping Cart forizabeth Lemerande ‘ (i) 3 Itemis) foratota
Mame this cart: | Office Supplies Cancel PunchOut
Have you made changes? B | @ Help Perform an action on (0 items selected)..|»|  SelectAll ]
. l Georgia Enterprises for Products & Services (GEPS) mor info..
Product Description Unit Price  Quantity Total [
“EJ”ME;‘:E:D:: | Pillow, 20" x 24" (Prison Setti - 24 per carton 4 137.55usD 1 137.55 uso
<_l Part Number 7359800005 2":;'”‘;
larger image Manufacturer Part Number  PIDET price.
Contract GEPS-CERT more info...
[CERTTE Georgi Enterpries cange.
“EJ'::::E:D:; Pillow, 20" x 24", Clear Cover, Reusable (Prison Setting) - 24 per carton 4 16594 usD 1 165.94 Usp L
Part Number 7359300006 24:;2
larger image Manufacturer Part Number ~PIDET-CV price..
. Contract GEPS-CERT more info.
Grorg Enterprses e,
e adtes o0 Pillow, 20" x 26", Resuable - 24 per carton 4 105.29usp 113 11,897.77 usp [
Part Number 7359500008 1";:;56
Remove | larger image Manufacturer Part Number ~ PIGP-S price..
[ wore Actions |- comtect e et e
Assign Cart
(® Select from profile values (O Search for an assignee
Select from profile values Melody Armstrong
Note To Assignee: Please ship to Central Receiving]
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How To: Assign a Cart

1. Pull up your shopping cart.
Review your shopping cart to ensure that everything is correct. Make any necessary updates to
the items in your 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.
3. When you are ready to assign your cart, click the Assign Cart button.
4. If you have a Default Requester in your profile, that Requester’s name should appear next to
“Select from profile values.”
a. If you want to assign your cart to another Requester set up in your User Profile, select
the “Select from profile values” radio button.
i. Using the drop down list, select the appropriate Requester.
b. If you do not have a Default Requester in your profile and need to search for your
requester, select the “Search for an assignee” radio button.
i. Select the Search for an assignee link.
ii. Inthe User Search box, confirm that your Business Unit appears in the Business
Unit drop down list.
iii. Click the Search button.
iv. Select the Requester you want to assign your shopping cart to and click the
[select] link.
5. Inthe Note to Assignee section, enter any instructions about charging ChartFields that are not
your default. This note is included in the email notification to the Requester.
6. Click the Assign button. A shopping cart notification displays. Your shopping cart has now been
assigned to your Requester.
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Unassigning a Cart

On occasion, you may have a reason to unassign a shopping cart. For example, imagine that you have
assigned a shopping cart to your Requester. After assigning it, you realize that you ordered the wrong
item and wish to correct it. If your Requester has not pulled your shopping cart into a requisition yet
(you will receive an email notification when this happens), then you can unassign your cart. If your
shopping cart has already been pulled into a requisition, you will need to contact your Requester to
determine the best corrective action.

Elizabeth Lemerande ¥ % | & W Q0pUSD Search (Alt+Q)

gy UNG iiomsix
| L}

™ Shop - My Cartsand Orders ~ View Draft Shopping Carts =

Create Cart
My Drafts legend ?
Active Cart ‘GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
1 2017-06-28 OIITLIZ 01 6/28/2017 327422USD  Delete|
E 2017-06-28 OIITLIZ 02 6/28/2017 18260USD  Delete|
My Drafts Assigned to Others legend 7
View Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Assigned To Total Unassign
& > Office Supplies 6/28/2017 Elizabeth Walker 12,201.26 USD

How To: Unassign a Cart

From the GeorgiaFIRST Marketplace home page, select the Shop icon.

Select the My Carts and Orders link.

Select the View Draft Shopping Carts link.

Locate the cart you want to unassign under the section “My Drafts Assigned to Others” and click

e

the Unassign button.
5. Edit your cart as needed and then reassign it back to your Requester.
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Reviewing Cart History

You can review your cart’s history after you have selected the “Proceed to Checkout” button to perform
your final review of your shopping cart. The History tab is located right next to the Comments tab. The
cart history provides a listing of the current line items in the cart. As you add items, a line in History is
added, and as you remove items from the cart, the line is removed. A “delete” line is not created in the

history. Cart history also indicates the following:

e  Whether an item was selected from a favorite.

e Details about cart assignment, including what Requester was assigned the cart and when the
assignment occurred.

e Whether the cart was created from a previous cart.

o  When items were added and by whom, the product name, and line number.

Once the cart is pulled into a requisition, the cart history is removed and a snapshot of the requisition at

that point is taken.

How To: Review the History for a Cart

1. Retrieve a Shopping Cart that already has items.

2. Inthe bottom right corner of the page, select the view cart history link.

3. Review the cart history. You can select the “Click to filter history” link to filter your results by
date or by action.

4. To export the cart history to a csv file, click the Export CSV button.
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Assigning a Cart to a Requester

This function allows you to create a new, active cart by copying a previously used cart. This is a
convenient way to repeat an order. Items can be removed or additional products can be added to the

copied cart if needed.

UNG Umsrmry
’l NORTH GEORGIA™
=

i) Documents > Document Search » Search Documents =

Cart Comments | History

Summary
Hide header
General E
Cart Name 2017-01-12 OIITLIZ 01
PO Clauses

Businass Unit University of Morth Georgia (53000)

Supplier / Line Item Details
Hide line details
WW Grainger, Inc. mor=info..

The item(s) in this group was retrieved from the supplier's website. What does this mean?
You can no longer access this item(s) on the supplier's website. What does this mean?

more info...

How To: Create a New Cart from a Previous Cart

1. Select the Shop icon.
2. Select My Carts and Orders.

Elizabeth Lemerande ¥

Line(s): 1
Product Description Catalog No
1 TK5210161T Coated Gloves Coating Material Latex Coating Coverage Palm Coating 4NMN1
Finish Crinkled Lining PolyesterCotton Size L Color High Vis YellowBlack Cuff Knit
Thumb Style Wing Gauge 10 ANSIISEA Abrasion Level 2 Application Automotive
Assembly General M § moreinfe...
Manufacturer Name CONDOR Commaodity Code 34548
Manufacturer Part Number ANMN1 PO Clauses
Supplier Part Auxiliary ID WWGANMNT

Search (Alt+Q) Q

Available Actions: | Copy to New Cart hd ﬂ

(=

Hide value descriptions

For selected line items | Add to Favorites V‘E
Size / Packaging Unit Price  Quantity Ext. Price v
EA 326 1EA 3.26UsD ¥
Contract: 99999-001-5PDQ000T14-
0003 more info...
Supplier subtotal 3.26USD

3. Select either View My Orders (Last 90 Days) or View My Orders (Last 5 Orders).
a. Tip: Use the Refine Search Results section to select different criteria.
4. Locate the cart you want to copy and select it by clicking on the cart number. Use the Quick

View icon to see a summary.
5. Select the Cart Number link.

6. Inthe Available Actions drop down list, select Copy to New Cart and select the Go button.
7. A new active cart has now been created. You can now treat this new cart as you would any

other active cart.
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Chapter 7: Shopper Notifications

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

Notification #1: Shopping Cart Has Been Pulled into a Requisition

The first notification that you may see is when the Requester that you assigned your cart to has pulled

your cart into a requisition in the eProcurement system. When the Requester does this, the system will
automatically send you an email notifying you of this step. This way, you are aware that your shopping
cart has been picked up and is being processed by your Requester.

Notification #2: Your Requisition Has Been Approved

Once the Requester has pulled your shopping cart into a requisition, he/she submits the requisition for
approval. 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.

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 supplier for order

fulfillment.
6,3\ = * F |7 Requisition ID "0000400007" Business Unit "Georgia Gwinnett College” Has Been "Approved” - Message (Plain Text) - o X
i) =
- Message Adobe PDF 7]
3 2 5 = W #Find £ b
i i P x 3 ey j_l % Safe Lists ~ g'
SRS S ) Gsaevas- | S (Y B Reotea- | B0
Reply Reply Forward §, call - || Delete Moveto Create Other EBlock lot Ju Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ | Sender - Up~ Unread || kW Seledt~ OnelNote
Respond Actions Junk E-mail (P Options {F Find OneMote
From: Sent: Tue 1/25/2011 11:37 AM
To: # Teresa Piazza
(o
Subject: Requisition ID "0000400007 Business Unit "Georgia Gwinnett College” Has Been "Approved”
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.
Reguester: 4BREQUESTER
Business Unit: Georgia Guinnett College
Requisition ID: 0880400007
Reguisition Name: Swim Team Items 2011
Date: 2811-981-24 =
You can navigate directly to the approval page for more information by clicking the link below.
http://rock.bor.usg.edu:9436,/psp/SCITEST/EMPLOYEE/ERP/c/PV MAIN MENU.PV REQ APPROVAL.GBL?Mode=USBUSINESS UNIT=40880&REQ ID-8866400087
=
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Likewise, if your requisition (or a requisition line) is denied, you will also receive an email indicating this.
When you do, you should notify your Requester to determine the best course of action. We
recommended that if you receive a “Denied Requisition” email, you forward it to your Requester. Only
your Requester can go into the system and correct your requisition for resubmission.

Requisition ID "0000400009" Business Unit "Georgia Gwinnett College” Has Been "Denied" -

34 Find

2 Related ~

L Select -
Find

Message (Plain Text) - =

@

£

Send ta
COneNate

QOneMate

Sent: Mon 1/24/2011 3:17 PM

Dn\ = « ¥ |7
=
Message Adobe PDF
;& Pm - J % i, safe Lists - %Q ? lﬂ
REpIy REpIy Forward @, call ~ | Delete Move to Crsate Other | Block Categorize Follow Mark as
Folder~ Rule Actions~ | Sender - Up~ Unread
Resp:nd Actions Junk E-mail ] Options o
From:
To: # Teresa Piazza
Co
Subject: Requisition [D "0000400009" Business Unit "Georgia Gwinnett College” Has Been "Denied”
The following requisition has been "Denied".
Reguester: 4OREQUESTER
Business Unit: Georgia Guinnett College
Requisition ID: 08084688009
Requisition MName: 8008488609
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=UZBUSINESS UNIT=40860&4REQ ID=0000488889

¥

Notification #3: Your Requisition has Failed Budget Checking

Once your requisition is approved, the next step is for the system to verify whether budget checking is
required and, if so, whether funds are available. If your requisition fails budget checking, an email is sent
to the shopper. If you receive an email indicating that your requisition has failed budget checking, you
should contact either the Department Manager responsible for that budget or your default Requester if

an error was made in the budget/ChartField information.
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-_'.a\'- = @ ¥ |7 Requisition Budget Error - Message (Plain Text) - =
a2 -
- Message Adobe POF 7]
- ¢ b | 34 Find &
-3 ™= . % &, Safe Lists = | v ¥ gfﬂ
-& S =H == 5 | Gy peatea= || B
Rep\y Rep\y Forward | R, Ccall ~ Delete Moveto Create Other Block I Categorize Follow Mark as Send to
to All Folder= Rule Actions=™ || Sender - Up=~ Unread | W Select™ || oneNote
Respond Actions Junk E-mail ] Options ] Find OneNote
From: # april.harder @usg.edu Sent: Wed 1/26/2011 5:15 PM
To: # Teresa Piazza
Cc
Subject: Requisition Budget Errar

w1

Requisition 8000480804 has a budget error. This error needs to be resolved before a PO can be created and sent to the vendor.
Please work with the departmental manager and budget office to correct the error.
For more information, click on the link below to view the nature of the error. You can use the manage requisitions page too.

http://rock.bor.usg.edu:9438/psp/SCITEST/EMPLOYEE/ERP/C/MANAGE COMMITMENT CONTROL.KK XCP P02.?Page=KK XCP HDR PQ2&Mode=U&KK TRAN DT=2811-81-
26&KK TRAN ID=PB04860744

Notification #4: Your Requisition Items Need to be Received

Once your requisition has been turned into a purchase order and dispatched to the supplier, the
supplier can then fill your order. In addition to sending you the purchased items, the supplier 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, 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 8: GeorgiaFIRST Marketplace Favorites

As a Shopper, you can set up favorites in the GeorgiaFIRST Marketplace to 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: Personal Favorites and Shared
Favorites. Personal favorites are items that you identify as a favorite and that only you can see. You
manage these items by creating folders and sub-folders and have full control over the items in your
personal favorites.

Administrators set up shared favorites and folders for your institution or department. Shared favorites
represent frequently ordered or suggested products for purchase. Your institution will notify you about
any shared favorites available for your use.

Each institution has a “Custom Configuration” shared favorites folder that can be used to highlight or
specify particular items and configurations that are standard or recommended by the institution
procurement department.

Recommendation: Save only 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 viewable only 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 a structure with only one folder named “favorites” or you can create several folders in
which you separate favorite item types. In order to save a favorite item, you need to create at least one
personal folder. Below is an example of a folder structure:

—

W Shop  Shopping » View Favorites &

Favorites ? Nev
QSearch | Add New [ oi
Expand All Collapse All
4 Personal

Pl New Employees

New Hire Supplies
Office

4 Shared

You have no shared favorites.

How To: Create a Personal Folder or Sub-Folder

Select the Shop icon.

Select Shopping.

Select View Favorites in the Go To section.

On the left side of the window, the Personal and Shared headings display, as well as any existing
folders. New users should start by creating at least one Personal folder.

5. To add a top-level folder, click the Add New button.

a. Select the option Top-level personal folder.

b. Enter a folder name and description.

P wnNPR

c. Click Save Changes.
6. To add a sub-folder, select the top level folder you want to add the sub-folder to by clicking on

it.
a. Click the New button.
b. Select the option Subfolder of selected folder.
c. Enter a folder name and description.
d. Click Save Changes.
eProcurement and GeorgiaFIRST Marketplace Shoppers User Guide —v1.2
© 2017 Board of Regents of the University System of Georgia. All Rights Reserved. 07/01/2017

77



% eProcurement & ",

GeorgiaFIRST Marketplace &« GeorgiaFIRST Marketplace Favorites

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.

Add Favorite

Step 1: Edit Item Details

Georgia Correctional Industries (GCI), Catalog No. 07730
Item Nickname * SanitizerPlus
Quantity * f

Description

500 characters remaining

Step 2: Select Destination Folder
Add New a

“ Personal
}  New Employees
Office

4 Shared

You have no shared favorites.

* Required Close

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
Favorite popup displays.
4. In the Item Nickname field, you can enter a name to reference the item. If you do not enter a
nickname, 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 Save Changes 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 Changes to save the item.
7. After anitem is added as a favorite, it can be accessed via the favorites link.
8. To add anitem as a Favorite from a cart, select the Add to Favorites button on the item line
within the cart.
a. Give the item a nickname and update the quantity if desired.
b. Select a folder.
c. Click Save Changes.
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Adding Favorite Items to Your Cart

The Favorites functionality allows shoppers to store items that are referenced or ordered on a regular

basis. Once items are added to Favorites, they can be added to a shopping cart from either of two

places: from the Favorites page or from the Product Search results page (if favorite items are listed in

the search results). Favorite items are designated with a star icon on the search results and can be

added like any other item.

Home

¥ shop

Documents

Contracts

. Reporting

iy UNG “NogiiSloran
8

W Shop - Shopping  View Favorites =

QSearch  Add New

Bxpand All | Collapse Al

“ Personal

Pl ew Employees
New Hire supplies
Office

“ Shared

You have no shared favorites.

Favorites ?

New Employees

[[] Display items that are no lenger available

OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell

Part Number 210-AAEQ
Manufacturer Info 210-AAEQ - (Dell)
9
OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell
Part Number 210-AAEC
Manufacturer Info 210-AAEC - (Dell)
9
SanitizerPlus from Georgia Correctional Industries (GCI)
Part Number Q7730
Manufacturer Info 07730 - (Georgia Correctional Industries)

How To: Adding Favorite Items to Your Cart using the Favorites Link

vk wnNe

From the GeorgiaFIRST Marketplace, select the favorites link.

Select the appropriate folder.
The items for the selected folder will display on the right side of the screen.

To add an individual item to your cart, select the Add to Cart button.
To add multiple items to your cart, select the items with a checkmark, and then click add to cart

at the top of the list.

Your selected favorite items are now in your cart.
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GeorgiaFIRST Marketplace Favorites

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 to create “repeat” items for multiple folders.

Home

I shop

Documents

Contracts

. Reporting

Favorites

Qsearch  Add New

“ Personal

Ell New Employees

Office

“ Shared

iy UNG N o
n

™ Shop  Shopping © View Favorites

Expand Al

New Hire Supplies

Collapse All

You have no shared favorites,

New Employees Folder Actions v | 7
[] Display items that are na longer available Actions for Selected Favorites
O
OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell 733.82 U0

Part Number 210-AAEO EA

Bad

Manufacturer Info 210-AAEO - (Dell) y

3 edff | Move | Copy pelete
OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell 733.820s0

Part Number 210-AAEQ EA

Manufacturer Info 210-AAEO - (Dell) 1

9 Edit | Move | Copy | Delete
SanitizerPlus from Georgia Correctional Industries (GCI) 53.90 UsD

Part Number 07730 5/GAL

1 Add to Cart

Manufacturer Info 07730 - (Georgia Correctional Industries)

Edit | Move | Copy | Delete

How To: Move and Copy Items Between Folders

eProcurement and GeorgiaFIRST Marketplace

From the GeorgiaFIRST Marketplace, select the Favorites link.
Select the appropriate folder from the left pane and locate the item(s) on the right pane.
To move or copy one item to a different folder, click either the Move or 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. Click Save Changes in the confirmation window.
To move or copy multiple items to a different folder, select the items with a checkmark.
a. Click either the Move or 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. Click Save Changes in the confirmation window.
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Editing Favorite Items

GeorgiaFIRST Marketplace Favorites

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.

Home
n

¥ shop ™ Shop  Shopping  View Favorites &

Documents Favorites ?

. QSearch  Add New
0 acts

Bxpand All | Collapse Al

. Reporting

“ Personal

Pl ew Employees
New Hire supplies
Office

“ Shared

You have no shared favorites.

How To: Editing Favorite Items

vk wNE

New Employees

[[] Display items that are no lenger available

OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell

Part Number 210-AAEQ
Manufacturer Info 210-AAEQ - (Dell)
9
OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell
Part Number 210-AAEC
Manufacturer Info 210-AAEC - (Dell)
9
SanitizerPlus from Georgia Correctional Industries (GCI)
Part Number Q7730
Manufacturer Info 07730 - (Georgia Correctional Industries)

From the GeorgiaFIRST Marketplace, select the Favorites link.
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 Save Changes button.

eProcurement and GeorgiaFIRST Marketplace
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GeorgiaFIRST Marketplace Favorites

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.

Home

¥ shop

Documents

Contracts

. Reporting

iy UNG “NogiiSloran
8

W Shop - Shopping  View Favorites =

QSearch  Add New

Bxpand All | Collapse Al

“ Personal

Pl ew Employees
New Hire supplies
Office

“ Shared

You have no shared favorites.

Favorites ?

New Employees

[[] Display items that are no lenger available

OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell

Part Number 210-AAEQ
Manufacturer Info 210-AAEQ - (Dell)
9
OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell
Part Number 210-AAEC
Manufacturer Info 210-AAEC - (Dell)
9
SanitizerPlus from Georgia Correctional Industries (GCI)
Part Number Q7730
Manufacturer Info 07730 - (Georgia Correctional Industries)

How To: Delete an Item from Favorites

NoE

From the GeorgiaFIRST Marketplace, select the Favorites link.
Select the appropriate folder from the left pane and locate the item(s) in the right pane.
To delete one item, click the Delete hyperlink directly under its “Add to Cart” button.
a. Click the Yes button to confirm the deletion.
To delete multiple items, select the items with a checkmark.
a. Click the Delete link at the top of the list.
b. Click the Yes button to confirm the deletion.
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GeorgiaFIRST Marketplace Favorites

How To: Delete a Folder from Favorites

1.
2.
3.
4.
5.

™ Shop

gy UNG "o Glomon
L

Shopping > View Favorites =

Favorites
Qsearch  Add New w

Expand All Collapse All

“ Personal

Fll New Employees

New Hire Supplies
Office

“ Shared

You have no shared favorites.

New Employees

[] Display items that are no longer available

OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell
Part Number 210-AAEO

Manufacturer Info 210-AAEQ - (Dell)

9
OptiPlex XE2 Small Form Factor;OptiPlex XE2 Small Form Factor from Dell
Part Number 210-AAEQ

Manufacturer Info 210-AAEQ - (Dell)

O
SanitizerPlus from Georgia Correctional Industries (GCI)
Part Number 07730

Manufacturer Info 07730 - (Georgia Correctional Industries)

From the GeorgiaFIRST Marketplace, select the Favorites link.
Select the appropriate folder from the left pane.
Click the Folder Actions drop-down list in that folder.

Cli

ck Delete.

Click Yes to confirm the deletion.
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Chapter 9: 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. You want to be careful before
making any changes to items that are editable in your user profile. Changing your settings may have a
direct impact on receiving notifications, access to certain catalogs, and access to view contracts.

It is through your User Profile that you select your Requesters (see page 53). Therefore, you will need to
access your profile on occasion. Below are some brief descriptions of what makes up your User Profile.

User Information and Settings

In the User Information and Settings section, you can see how your individual information is set up (i.e.,
name, phone number, email address, etc.).

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 to
Profile > User Profile and Preferences > Language, Time Zone and Display Settings. To change the
color, select your institution in the Color Theme drop down list.

UNG s
'l NORTH GEORGIA
=

My Profile > Language, Time Zone and Display Settings +

Elizabeth Lemerande Language, Time Zone and Display Settings ?
User Name  OIITLIZ Select a Language english ﬂ
Country F v
User Profile and Preferences United states J
User's Name, Phone Number, Email, etc. Currency usD ﬂ
Language, Time Zone and Display Settings
Default User Settings Time Zone EDT/EST - Eastern Standard Tim V|
User Roles and Access Color Th
olor Theme GAFirst v

Ordering and Approval Settings
Permission Settings Enable Accessibility Mode O Yes (@ No
Notification Preferences eln \
Help on mouse over Show help on mouse over and cﬂ
User History
Preferred email format Plain Text ﬂ

Access Training Content Configuration @ Yes O No

How To: Update Color Theme to Match School Logo

1. Inthe GeorgiaFIRST Marketplace, click on your Name, found in the banner at the top of the

page.
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User Profile

2. Under the User Profile and Preferences section, select the Language, Time Zone and Display

Settings link.
3. Select your institution in the Color Theme drop down list.
4. Click the Save Changes button.

You can also set up your default cart assignee (Requester) in the User Profile and Preferences section.
Select the Cart Assignees link from the Default User Settings sub-section to add or delete requesters and

specify your default requester.

Cart Assignees

User Name ITSREQUESTER17
My Cart Assignees
User Profile and Preferences Name

Default User Settings
Custom Field and Accounting Code Defaults
Default Addresses
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences

User History

How To: Set up Your Default Cart Assignee (Requester)

Action

1. Inthe GeorgiaFIRST Marketplace, click on the drop down arrow by your Name, found in the

banner at the top of the page.

2. Under the Default User Settings section, select Cart Assignees.

3. Click the Add Assignees button to open the User Search box.

4. Add the last name of the requester you wish to choose or click the Search button to see a list of

all requesters.

5. Click select in the Action column by the requester that you wish to choose.
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Chapter 10: 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 the actual requisition that is approved and
turned into a purchase order. 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 shoppers will have the ability to perform their own 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 shoppers will have this responsibility. 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 you order through the GeorgiaFIRST Marketplace. You will need the proper security setup to
perform desktop receiving.

Desktop receiving is done through the PeopleSoft Core system. You cannot access it through the Self
Service site. Once you have logged into the system, navigate to eProcurement > Receive Items.

On the Receive ltems page, all of your requisitions that have not been fully received will be listed.
Through the Receive ltems page, you will be able to indicate whether you have received the full quantity
requested or just a partial quantity.
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Desktop Receiving

Deskiop Recenving shouid not be used for Receipt of Assets
Request the appropnate siafl on your campus to create a PO
Recopt inslead

On the Receive Form, which you open by checking the box by the requisition you want to receive and
clicking the Receive Selected button, you indicate the Receipt Date and how many you received.

Receive ltems
New Receipt
Business Unit 43000

Receipt Status Open

| Received Date[oszarzo7 | |

Add Header Comments Reject Shipment
Receipt Lines (7

Personalize | Find | View Al | 2| E First ‘&' 10of1 ‘¥ Last

Received Accept Procurement Primal un unit
Line Item Id Item Description *uom p. Details Receipt Ty Allocation Allocation PO Cancel Line
Quantity Quantity Group 1D Unit e ty
1 Fuel surcharge for mavi 1.0000 [2 [JoB |q 1.0000 B O M & x

Save Receipt

Manage Return To Supplier
Add New Receipt Inquire Receipts

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

Receipt Saved Successfully

You have saved receipt # 0000541189 containing the following items:
Receipt Lines

ize!| Find | 2| B First (0 101 @) Last

- . Received - - :
Line Itemn Description Quantity Reject Quantity Accept Quantity

1 Fuel surcharge for moving services. 1.0000 1.0000

Return to Manage Requisitions Return to Receiving
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How To: Create a Desktop Receipt

1. Loginto the PeopleSoft Core system.

2. Select eProcurement in the menu.

3. Select Receive Items in the menu.

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

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

6. Select the Receive Selected button.

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

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

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

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

11. Click the Save Receipt button.

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

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