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Access GeorgiaFIRST Marketplace as a Shopper
1. Log into PeopleSoft Financials with User ID and Password
2. Select GeorgiaFIRST Marketplace link in menu
[bookmark: _GoBack]
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.

Specify Default Requester
1. Within the GeorgiaFIRST Marketplace, select the down arrow next to your name
2. Select View My Profile
3. In the User Information and Settings section, select the Show All link
4. Select the Cart Assignees link
5. Click the Add Assignees button
6. Confirm that your Business Unit appears in the Business Unit box
7. (Optional) In the Department drop down list, select your department.
8. Click the Search button.
9. Select your Requester by clicking the name
10. Repeat steps 4 – 9 to add additional requesters
11. To specify your Default Requester, select the Set as Preferred button
12. Your default Requester should appear in bold
