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Introduction
Lesson Description:
This lesson is designed to introduce institutional users to the eProcurement module and the GeorgiaFIRST Marketplace.
Objectives:
· Identify purpose of eProcurement
· Identify purpose of GeorgiaFIRST Marketplace
· Lists roles involved with ePro and the Marketplace 
· Detail how ePro and the GeorgiaFIRST Marketplace work together
Accompanying Materials:
· Intro to ePro and the GeorgiaFIRST Marketplace_PPT
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Introduction to ePro and the GeorgiaFIRST Marketplace
	Slide 2
	What is eProcurement (ePro)?
· eProcurement is a PSFIN module designed for ‘user-friendly’ requisition creation and management
· Use ePro to create requisitions for goods and services
· Primary piece used within ePro are electronic approvals via Workflow
· Requisitions created in ePro are routed to various approvers; once approved and have a valid budget check, the Purchasing Office sources them into Purchase Orders 
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	Two Types of Requisitions
· In ePro, you can create Marketplace Requisitions or Special Request Requisitions:
· Marketplace Requisitions are those that have items (contract/catalog items) selected from the GeorgiaFIRST Marketplace and pulled into the ePro Requisition
· Special Request Requisition is one that items are entered manually onto requisition, which are not catalog/contract items (they can be from a Marketplace Vendor though)
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	What is the GeorgiaFIRST Marketplace?
· The Marketplace is an online-catalog system accessed from PSFIN
· SciQuest is the managing vendor of the Marketplace
· In the Marketplace, you can shop online from state-approved, USG-approved, and institutional-approved suppliers/contracts
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	Types of Catalogs Available in the GeorgiaFIRST Marketplace:
· Hosted Catalogs – online version of a supplier’s printed catalog (i.e., Office Depot)
· Punch-out Catalogs – integrated external links to a supplier’s web-based catalog dedicated to contract items/pricing (i.e., Dell); when accessing a punch-out catalog, you actually enter their website 
· Self-Managed Catalogs – function very similar to hosted catalogs, except the items and pricing are managed by institutions, USO-ITS, and the System Admin (not managed by SciQuest) 
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	Roles Involved: Shoppers, Requesters, Approvers, ePro Buyer, ePro Admin, Local Security Admin, Accounts Payable

Shoppers:
· Not all institutions use Shoppers
· Can search for and select items in the GeorgiaFIRST marketplace to create shopping carts, which are then assigned to requesters
· Some may be responsible for completing their own Desktop Receiving (no other ePro functions)
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	Requesters:
· Can create Marketplace requisitions from shopping carts assigned to them from a Shopper
· Can create Marketplace requisitions from their own shopping carts
· Can create Special Request Requisition by manually entering non-contract/catalog items
· Manage requisitions by editing or canceling them
· Can view where a requisition is in its processing life-cycle
· May be responsible for completing their own Desktop Receiving
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	Approvers
· Each institution can customize the stages and paths for their Workflow
· Each requisition must be approved (at a minimum) by a Department manager and Project Manager (if project Chartfield included on requisition distribution)
· Some approvers may have the ability to edit a requisition
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	ePro Buyers
· Approve Special Request Requisitions as Buyer Approvers
· Correct any processing errors for Marketplace requisitions
· Source Special Request Requisitions into purchase orders
· May be responsible for creating receipts
· Reconcile POs and Requisitions
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	ePro Admin
· Responsible for monitoring Workflow and reassigning any escalated requisitions
· Works with local security administrator to clear up any issues dealing with approval workflow and notification email addresses

Local Security Admin
· Set up the security roles, requester and buyer setup in the system, and user preferences which enables users to perform their tasks
AP
· Process invoices, create vouchers, and submits payments for items
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	How ePro and GeorgiaFIRST Marketplace Work Together
· Shoppers search for and select items in the GeorgiaFIRST Marketplace that they request to have purchased
· Shoppers assign completed shopping carts to their assigned Requester
· Requester is notified via email of assigned cart
· Requester logs in PSFIN Core – ePro and creates a requisition by retrieving cart from GFM
· Requester finishes requisition and submits it for approval
· Approvers either approve or deny requisition lines
· Once fully approved, PSFIN budget checks requisition
· Once Requisition has valid budget check, PSFIN automatically sources requisition to a PO and dispatches it to supplier
· Supplier fulfills order and sends item and invoice to institution
· Institution receives item/creates receipt in PSFIN
· AP Office pays invoice
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	How are Special Request Requisitions Different from Marketplace Requisitions?
· Requester stays in ePro to create a Special Request Requisition
· Items are entered manually onto the requisition
· These requisitions are for non-catalog/contract items
· They can be for a Marketplace supplier though
· They are not available for automatically sourcing to a Purchase Order; ePro Buyer will still be responsible for creating the POs from these requisitions by Expediting the Requisition
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	Benefits of ePro and the GeorgiaFIRST Marketplace

· Reduction in paper forms routing through different offices
· Online browsing and shopping for items
· Comparison shopping
· You only need one login to shop from multiple suppliers
· You can request goods from multiple suppliers through one shopping cart
· All items in the GeorgiaFIRST Marketplace are contractually approved items
· Faster routing for approvals
· [bookmark: _GoBack]Don’t need to use a Purchasing Card




