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Access GeorgiaFIRST Marketplace as a Requester
1. On the PeopleSoft Financials login page, enter your User ID and Password. Remember, both of these items are case sensitive. If you try to log in more than five times with an incorrect User ID and/or password, the system will lock you out. 
2. Click the Sign In button.
3. Select eProcurement in the menu.
4. Select Requisition
5. Select the GAFirst Marketplace link in the Web section.
6. Notice that the GeorgiaFIRST Marketplace is now displayed in your main window. You are now able to start navigating through the marketplace.
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Verify User Profile and Update Color Theme
1. In the GeorgiaFIRST Marketplace, select your Name in the banner at the top of the page.
2. Under the User Information and Settings section, select the Language, Time Zone and Display Settings link.
3. Select your institution in the Color Theme drop down list.
4. Click the Save button.

