Introduction
Lesson Description:
This lesson is designed to introduce institutional users that are designated as “Shoppers” to the GeorgiaFIRST Marketplace.
Objectives:
· Define Shopper Responsibilities
· Identify tasks necessary to begin shopping in the GeorgiaFIRST Marketplace
· Navigate the GeorgiaFIRST Marketplace Home Page
Accompanying Materials:
· Being a Shopper in the GeorgiaFIRST Marketplace_PPT
· Being a Shopper in the GeorgiaFIRST Marketplace_Job Aids
· Navigating in the GeorgiaFIRST Marketplace_Job Aids
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Being a Shopper in the GeorgiaFIRST Marketplace
	Slide 2
	What does a GeorgiaFIRST Marketplace Shopper do?
· Shoppers are primarily responsible for shopping for contract/catalog items in the GeorgiaFIRST Marketplace in support of their office/department
· After shoppers select items for their cart, they can then assign the cart to their default Requester
· Every shopper should have at least one person set up that they can assign their shopping carts to (will detail how later in this lesson)
· After the shopper assigns their cart to their requester, that requester can create a Requisition for those items and route for approval 
· If a requisition is denied, you (as the shopper) may receive this notification. 
· If you do, you need to forward it to your Requester
· You and your requester will determine if the requisition was completely denied or just needs to be corrected
· You will work with your Requester to make any necessary corrections and resubmit it 
· Some shoppers may also have the responsible to create the receipts for items that they order and have received through Desktop Receipts in PSFIN
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	Getting Started as a Shopper
· How to Access GeorgiaFIRST Marketplace
· Shoppers access GeorgiaFIRST Marketplace via link in menu (only role that accesses this way)
· Verify User Profile
· First time in, verify User Profile: name, phone, email address, business unit and department
· If something is incorrect, notify ___________________
· Set Default Color Theme
· Initially, all new users have “SCIQUEST’ default color scheme
· Users can change this to match their institution’s logo
· Only needs to be done once
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	Setting Up Default Requester 

· Shoppers need to designate their requesters; this enables them to assign their shopping carts to a requester who can build a requisition from their shopping cart
· If institution doesn’t designate requesters for them, Shoppers can designate a default requester – this means that a shopper’s cart is automatically assigned to that default requester
· Can also specify backup requesters – good practice if your default requester is out of the office
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	Shopper Chartfield Defaults
· Institution sets up default Chartfields for each shopper
· Defaults are tied to shopper’s “Requester ID” (placed on their resulting requisitions)
· Chartfields include Fund, Department, Program, Class and Project (if applicable)
· Account code is based on the requested item
· When assigning a cart to a Requester, Shopper can request a different Chartstring to be used through comments
· Again, if something is incorrect, notify ______________________
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	Exploring the GeorgiaFIRST Marketplace Home Page
1. User Information: Your user name and a link to your user profile
2. Navigation Breadcrumbs and Screen Title: Indicates the title of the current page
3. Cart Summary: 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, updated, and process your shopping cart.
4. Quick Search: Allows for a variety of searches to be executed anywhere in the marketplace
5. Navigation Icons: By clicking on one of these primary navigation icons the screen refreshes to display any potential sub-links for the topics of functions covered in that particular part of the Marketplace. The links that you see are dependent on your permissions.
a. Home: Returns you to the Home page from any other part of the application
b. Shopping Cart: 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.
c. Orders & Documents: Allows you to search for documents you have created
d. Catalogs and Contracts: Contains a repository of various documents within the application
6. Shop at the Top/Shop Quick Search: Access simple and advanced search from this feature; primary area to perform item searches
7. Action Items: Items that require some sort of action by the logged in user; 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 the action can be performed. The number of notifications will be displayed in red to the right of the Notifications menu. 
9. [bookmark: _GoBack]Organization Message: Tool that System Administrators use to communicate with the GeorgiaFIRST Marketplace community; 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 home page.
11. Online Help: Access online help 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 you mouse over the text. Much of the text in the application can be selected and a secondary Help window displays.




