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Introduction

¢tKAA ' aSNDa D RedRSterdviEo wikle &sing tfieSeRroctirénéht module in the

PeopleSoft Financials system, as well as the GddR@Marketplaced Ly (KA & ! aSNQRAa DdzAF
an overview of what theProcurement module does, as well as what the function of the Gdelfgiir

Marketplace isYou will learn how to create an ePro Requisition from a Gelelig@Marketplace

shopping cart, as well as how to create a Special Request Requisition. You elraldmw to create

your own Shopping Carts in the GeofgJiaSMarketplace.

¢2LA0a O20SNBR Ay (KAa dz&aSNDRE 3JdA RSY

Overview of eProcurement and the GeolgieSMarketplace
Basic Procurement Policies

ePro Requisition Basics

Accessing and Navigating t@eorgidIRSMarketplace
Retrieving an Assigned Shopping Cart and Creating a Marketplace Requisition
Creating a Special Request Requisition

Working with Requisitions

Desktop Receiving

Requester Notifications

Searching for Items in the Georgl&SMarketplace
Shopping for Items in the Geor§ilrSMarketplace
Georgi&kIRSMarketplace Favorites

User Profile in GeorgidRS Marketplace

=4 =4 =4 =4 -4 4 -4 —a A - -8 -8 -4
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Chapter 1: eProcurement and Georgia FIRSTMarketplace
Overview

What are eProcurement and th&eorgidclRS™Marketplace?

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 sereis. A requisition is simply an official request to purchase goods and
services.

Previously, you may have used paper requisitions, or some other form, to request an item to be
purchased. That hardcopy requisition then had to be routed for approval siggsaurd sent to the
Purchasing Office. The Purchasing Office then rekeyed the information into the system to create a
Purchase Order to send to tisipplier

With ePro, much of this is completely automated. A requisition is created within ePro and then
electronically routed for approval. The approval chain is dependent oiCtiartstringcharged and item
type, among other things. Finally, after the last electronic approval is made, the requisition can be
copied into or sourced into an official Purchase Qttthat is dispatched to aupplier

The GeorgielRSMarketplace takes the use of ePro to another level. The GdeligMarketplace is

an online shopping site that is accessed from PeopleSoft Financials. Through this online shopping site,
users can shopnline for contract items from a variety of state and institutiapprovedsuppliess. 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 tured tthopping cart into an ePro

requisition.

Benefits of ePro and the GeordidRS Marketplace

With this system of online shopping and electronic requisitioning, you will see some immediate benefits,
including:

1 Reduction in paper forms routing througlifferent offices

9 Online browsing and shopping for items

1 Comparison shopping

1 You only need one login to shop from multigleppliess

1 You can request goods from multigappliess through one shopping cart

1 Allitems in the GeorgllRSMarketplace are contictually approved items

9 Faster routing for approvals

T 'oAfAGE (2 &l @S Al SYRRSMarketflacd G2 NR 1S84Q Ay G(KS
eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Types of Roles Involved

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

1 Shoppers: These users select items in the GeblBi@Marketplaceand place them into
shopping carts to be assigned to their Requester.

1 Requesters: These users take shopping carts created by Shoppers atttetarimto ePro
Requisitions. Requesters can also build their own shopping carts, just like Shoppers.

91 Approvers: These users are set up to approve ePro Requisitions.

9 Buyers: These users are responsible for ensuring apgn@gpiisitions are sourced into a
Purchase Order and dispatched to thepplier.

1 AP Personnel: The AP office processes the resulting invoice frosupipéer

1 ePro Administrator: This user monitors the approval workflow to make sure requisitions are
worked in a timely fashian

9 Local Secity Administrator: This user is responsible for settingallpisers in their appropriate
roles.

As a Requester, you are primarily responsible for creating ePro requisitions from shopping carts created
in the GeorgikIRSMarketplaceeither created by yowr by Shoppers to whom you are assignkd

addition, you are responsible for creating Special Requisitions, which are requisiitaiing non
contract/non-catalog items and thereforaot initiated from a GeorglelRSMarketplace shopping cart.
Finally, you may be responsible for receiving iteimshe eProsystem so thasupplierinvoicesresulting

from ePro requisitionsan be paid.

Role Setup

In order for PeopleSoft Financials and the GediliR& Marketplace to know whaactionsyou can and
cannotperformin the systems, each rotequiresa specific setupiVhile rolesetup isdonein the
PeopleSoft Financials systgwhichthen transfersthe role permissiorio the Georgi&IRSMarketplace
the PS assigned rolatsoinherit permissions within the érgisFIRSMarketplace In this section, we
are going to discuss the setup involvétdncludes Security Roles, Requester AssignrandtJser
PreferencesThere is also some manual sefspch as Requester Assignmemetjuired by Shoppers
within Georgi#@iRS™Marketplace.

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
© 2017 Board of Regents of the University System of Georgia. All Rights Reservec 12/17/2018
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Security Roles

Your Local Security Administrator assigns specific security roles to each user. These Security Roles
authorizeyou to access certain pagedthin PeopleSoftWhenassigned to a Geordi#RSTarketplace
user, they also abbw the userto inherit certain permissions within GeorgilrSMarketplace For this
reason usersmay be able to see eProcurement in the menu but re® Accounts Payable, tirey can
assign a cart within GeordgitRSMarketplace but nbissue a requisition, for example.

BOR PeopleSoft User- no exp

BOR_AD_HOC_APFROVE

BOR_AP_INQUIRY
BOR_AP_REPORTS
BOR_EF_BUYER_CENTER
BOR_EF_CHG_REQUEST
BOR_EP_INQUIRY
BOR_EP_MAINT_REQ
BOR_EP_PROCESSES
BOR_EF_REQUESTER

Custornize | Find | View All | %

Description

BOR PeopleSoft User- no
exp:

[WF] Ad Hoc Approver for
Reqgs

Accounts Payahle Inguire
Accounts Payable Reports
Buyer Center

Change Request
Requisition Inquiry
Requisition Add, Maint, Copy
ePro Processes

ePro Requester

First [«] 1-100ras B Last
namic

Route Contral

Route Control

Route Control
Route Control
Route Control
Route Control
Route Control
Route Control
Route Contral

Route Control

Requester Assignment

Ly 2NRSNJ (2

ONBIFGS

NEljdA&aAGAZY AY

Local Security Administrator or ePro Administrators through this Requester Setup thae following

Defaults are set:

ORACLE Al ~| Search

Requester Setup
Requester DIITPAGE
Requisition Defaults
ShipTo SetiD[71000 |@,
“Location SetlD|71000 |@,
PO Origin SetiD [SHARE @,
Currency[USD  |@, Dollar
Phone
Fax

ChartFields

% | Advanced Search

T Page OIIT
Ship To|CS1115 @y
*Location [MAIN @y
Origin |ONL @,

[override Auto Item Substitute

[#use Only Assigned Catalogs
[Iconsolidate with other Reqs

Requisition Status
O open
® Pending Approval

Price Can Be Changed on Order
[ pefaults inventory BU

Personalize | Find |V\EWAH|@ i 1]

Chartfields

GL Unit Account Fund Dept Program Class Project Bud Ref

71000 Q, @ [10000 @, 2001200 @, [11100 Q, @, @, 2016 @,
Catalog Information Personalize | Find | View All | | B First B 1 or 1 B L ast

Default *SetlD *Catalog ID Description

SHARE |@, [NIGP_TREE @, NIGP CODE TREE # =
[5) Save ||Gh Return to Search ||[=] Nofify 5+ Add
eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15

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

11

12/17/2018

0 KS byyaua G SY =



# eProcurement &
GeorgiaFIRST Marketplace Overview

User Preferences

In addition to being created or setup as a Requester in the systeaguester must have their user
preferences establishegrior to creating requisitios. Through User Preferences, allowable requositi
actions, such as canceling or closing a requisidom set up In addition, it is through the User
Preferences that youan be authorizedb create or updateequisitionson behalf ofother requesters.

Requisition Authorizations
Help

User Ol Tl
Allowed Requisition Actions

Approval Can Work Approved Req's
Cancel Full Auth for All Requesters
Delete Override Preferred Supplier
Close Override RFQ Required Flag
Reopen [ viewiOverride VAT Details

Override Non-Qualified Requisitions for Close

Requesters User Authorization Personalize | Find | View All |ﬁ| | iH First B 1 of 1 [ ast
Requesters User Auth For Description Add Update Cancel Delete Close Reopen
@, O (I O [+ =]
QK Cancel Refresh
eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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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 Shoppers assign thei The Requester is notified
Georgid-IRSTMarketplace completed shopping carts by email of this newly
to select goods they to their assigned assigned cart
request to have purchased Requester

The Requester logs into The Requester finishes the
the system and pulls the requisition and submits it

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

RN s = Z ~ f’
3EIT PPAOGO AAOO for approval.

Requisition.

I

PeopleSoft Financials system _ status, the PeopleSoft Financials system
automatically budget checksJ 'L automatically sources the requisition into a

the requisition. purchase order and dispatches it to the vendo

v

The vendor fulfills the The institution receives
order and sends the item the item.
and invoice to the
Institution .

The AP Office pays the
invoice.

Oncefully approved, the 1 ( Once the requisition has a valid bdget check J

I

How does PSFIN pass along user information to Gedilit® Marketplace?

To begin using the GeordgitRSMarketplace, your local security administrator first sets you up in the
PeopleSoft Financials system, with the cormed¢s and authorizationdBy using your PeopleSoft User ID
and Password, you can access the PeopleSoft system. Once in PeopleSdafipjyopreceed to the
Georgi&IRSMarketplace through a hyperlink.

By logging in through PeopleSoft, the systeends specifiaser information to the Georgi’dlRST
Marketplace, allowing you to log in only once and shop from mulspfgpliess. In addition your

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
© 2017 Board of Regents of the University System of Georgia. All Rights Reservec 12/17/2018

13



&7 eProcurement &
i’ﬁ GeorgiaFIRST Marketplace Overview

PeopleSoft User ID is used to starset of defaulCharfelds thatwill be charged for your requested
goods unless otherwise specified.

How Do Approvals Work?

As mentioned earlier, once the Requester builds the requisition in eProdr@@orgi&IRST
Marketplaceshopping cart, tk Requester submits it for approval. In ePro, approvals are completed
through Workflow. The ePro module looks at certe@uesin the requisition and automatically routes it
to all necessary approvers. Approvaltings are based on the individual lines in a requisition. Below is a
quick summary of howmprovals flow for requisitions originatirfgpm the Georgi&IRSMarketplace:

9 First, all requisitions are routed to a Department Manager for approval. The correct Departme
Manager is determined by the Department Chéetd used on the requisition line.

1 If a Project or Grant is indicated on the requisition line also, then the line is routed to the
assignedProject Manager for approval as well.

1 The following approval steps are customizable by institution. Therefore, not all of these steps
will apply to your requisition line. Check witie eProAdministrator at youinstitution for
configuration details

o0 Agency Fund Approval: If an agency funehiered on a requisition line, gline will be
routed to the approver responsible for approving agency fund transactions.

o Amount Approval: If a requisition line is over a certain amount (i.e., $10,000 or greater),
it will be routed to a special approveesponsible for approving these higimount
lines.This is specified by each institution.

o Item Type Approvals: These approvals are determined by the type of item being
requested throughhe requisition line account numbeNIGP codgor both The special
item types include:

A Assets

Audio Visual Equipment

Chemical Goods

Facilities Planning and Design

IT Hardware and Software

University Relations (i.e., anything for media contact, logo use, or copyright

items)

> > > > > >

For Special Requisitionsréatedfor non-catalay/non-contractitems not in the GeorglRST
Marketplace), the approval chagan beslightly different. All requisitions are still routed to a
Department Manager and Project Manager (if a project is indicated on the requisition line).

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
© 2017 Board of Regents of the University System of Georgia. All Rights Reservec 12/17/2018

14



&7 eProcurement &
i’ﬁ GeorgiaFIRST Marketplace Overview

1 The agency fund appvalstageis optional by institution. If enabledhe requisition will route to
82dzNJ AyadAddziaAzyQa |3Sy0Oe& FdzyR | LILINPOSNI AT |y
distributionline.

1 Amount Approval isptionalfor Special Requisitions.

1 The nextstage is the item type approvals, whicleapecific to each institution. This can also
have institutionspecific criteria defined.

1 For Special Requisitions, the final approval stage iBthy@rApproval This stage is also
optional for each institutiorand can be used for Marketplace RequisitiofilseBuyeris
someone in the Purchasing Department who is responsible for ensuring the purchase meets all
State of Georgipurchasing standards. TlBayerapprowal stepis necessary for Special
Requisitions sincthese items are not from approved contracts in the GedfgRST
Marketplace.

Once requested items have been placed on a requisition and routed for approvals, there are time limits
in placeby whicheachapprovermustact on the requisition. This ensurdgat your requisition does not
sit around waiting for aequiredapprover for an indefinite amount of time.

When a requisition is submitted for approval, the systemtesit to the appropriatel LILINE @S NA Q
Workliss within PeopleSoft Financials. The Wakis a queuehat holds items waiting for approval.
Once an approver works a transactitime systenremoves itfrom their Worklist.

hyOS (GKS NXBIjdzh a A (A 2y, th&appioder haghreé dajisiNati@Sapidibie ok d2ry] t A a i
itbeforetheygé | NBYAYRSNI y2iAFAOIGA2Yy FTNRBY (KS aeaasSvyo
Worklist forfour dayswithout being approved or denied, the system removes the requisition from that

I LILINE @ S NIxBe trangabtibri iskedcélatednd the ePro Admisirator reassigns the transaction

to another approver. After the Approver has approved the requisition, the system automatically moves

it onto the nextrequired! LILINE GSNDa 22NJfAaded LF Fy ! LIINROBSNI RSY
to the Requeste Denied requisition lines can be edited and resubmitted for approveanceled 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 abilitydesign 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.

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Chapter 2: Contract Types

Even though the suppliers and items in Beorgid&IRSMarketplace 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 indteopleS
Financials.

LF F &aAy3fS tdz2NOKFaS hNRSNI AyOfdzRSa Gg2 O2y (NI Ol

Intergovernmental Intergovernmetal 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 Stat¢ Convenience State 4a SWCC Goes to the PO
Contract Contract Line Item
Statutory Statutory 4b PRF Goes to the PO
Preferred Preferred Line Item
eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Chapter 3: eProcurement Requisition Basics

Before we learn about creating Marketplace Requisitions, we first need to understand how
eProcurement requisitions areatedand how they workThree steps exist in the processhuifilding

an eProcurement Requisition: Defining the requisition, Addingster services, and then reviewing and
submitting. In thischapter, we will review each step.

Remember, there are two types of requisitions:

1 Marketplace Requisition that is built froselected contract/catalogems in the GeorgieIRST
Marketplaceg usually referred to as a CAT (Catalog) Requisition

1 Special Request Requisition that is built froom-contract/catalogitemswithout accessing the
Georgi&kIRSMarketplaceg usually referred to as an ONL (Online) requisition

Creating a Requisition

To bagin creating an eProcurement Requisition, you will need to access eProcurement through the
PeopleSoft Financials core system. Once in eProcurement, select Requiitaagou areon the

Create Rquisition page, yowill need todecidewhetheryouwantto create a Special Request
Requisition or éMarketplaceRequisition.

Requisition Settings

This is an optional stegOn the Create Requisition paggou may select th&equisition Settingsink at
the top of the page. Here you can specify defaults thatapifily toall lines othe entire requisition so
thate 2 dz R2y Qi ikforrgefon intdcerfayi fielisNdn achline manually.

Youcanset up defaults on a Marketplace Requisition; howeweice your cart in the Marketplace is
pulled into ePro, thdollowing fields will be overwritten:

1 Supplier;

1 Supplier Location;
1 Category; and

1 Unit of Measure

On theRequisition Settingsage, you can specify a Requisition Name if you want to. If you do not
specify a Requisition name, the Requisition ID wilbdyeulated in this field upon saving the requisition

The Line Defaults section is used to entaluesthat will default to all lines added to the requisition.
Once you begin building your requisition, you caerridethese defaults on the individual lines if
necessary. When using the Line Defaults, keep in mind the following:

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
© 2017 Board of Regents of the University System of Georgia. All Rights Reservec 12/17/2018

17



« eProcurement &

L

GeorgiaFIRST Marketplace ePro Requisition Basics

If you have a Department ID populated on your User Preferences pagh overridethe value
you enter on the line defaulfgage

The account coddefaults fromthe NIGP code. Bracount codedefaulting from the NIGP code
will override anything you enter on the line defaults.

Therefore, if you need to make changes to either the Department or Acapurgquisition linesyou
will need to update those fieldsn the Checkout; Reviewand Submit pagand not onthe Requisition

Settingspage

Requisition Settings

Business Unit @,

*Requester |vgtaylor

Georgia Perimeter College

2 Jackson,Vaagillia

Requisition Name

Priority

7 Help

Line Defaults (7

o]
Supplier @, Category N
Supplier Location @, Unit of Measure @,
Buyer O,
Shipping Defaults
ship To |RECEIVING @, Add One Time Address

OK

*Currency

Custom Fields

Note: The defaults specified below will be applied to requisition lines when there are no predefined values forthese fields.

Due Date B Attention

Accounting Defaults Personalize | Find I@ | B First@ 101 @ Last

Chartfields1 Chartfields2 Chartfields3 Details Asset Information
Percent Location GL Unit Account
Chi1114 @, [71000 @, @, (=]
Cancel Refresh

TheLineDefaults that you can specify on this page that will caxgr to every requisition lingou add
include:

=A =4 =4 4 -4 4

Supplier

Buyer

Category (NIGP Code)

Unit of Measure

Ship TdCode

Due DatgN/A for GeorgieIRSMarketplace Requisitions)

eProcurement and GeordidRSMarketplace
© 2017 Board of Regents of the University System of Georgia. All Rights Reservec
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I Attention To
1 Charfelds

Once yothavefinished specifying defaults for tH&pecial Requesteguisition (remember, this is
optional), you can proceed tihe next step, which is Adding Items and Servicesgl®cgng OK.

Add Items

There are two ways to add requisition line items: Add them throihgiGeorgid&IRSMarketplace or
add themmanually for éSpecial Request. When creati@agequisition, youcannotcombine Marketplace
Requisition items with SpeciRequest Requisition items.

When creating a Marketplace Requisition, you will select thElIRBMarketplacelink INSTEAD of
selecting the Special Requests liikhen creating a Special Request Requisition, you will select the
Special Requestink We wil go into the details of each type of requisition later in this user guide. Here,
we will just provide an overview.

Favorites - Main Menu~ > eProcurement = > Requisition

Home Worl

ORACLE"

B New Window (2
i3
Cleate QeqUISI‘Elon ?

Welcome JacksonVagillia 3 58 )
Home # MyPreferences Requisition Seftings - 0Lines Checkou
Request Options < Search |All e Search Advanced Search
Enter search criteria or select @ Web =| Express Item Ent n-j Special Requests
from the menu on the right to @ o B ) = P W R = P N
begin creating your requisition Browse Supplier Websites Create an Express Requisition Create a non-catalog request

GAFirstMarketplace

D Forms IZ Favorites Templates
Create and Submit Forms Browse Favorite ltems and Browse Company and Personal
Senvices Templates
#100 Pens

ePro Services r‘s Recently Ordered
Request Serices View recently ordered items and
senices

Fixed Cost Senice
Wariable Cost Service
Time and Materials

Once you add items to your requisition, the Requisition Sumr@rghopping cartyvill indicate how
many requisition lines have been added and what the total amount of the requisition is. As you add
additional items, the Requisition Summdghopping cartyvill update. After you have added all
requisition line items, you can proceedr@viewing and submitting your requisitidyy selecting the
Checkout button

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Checkoutc Review and Submit

On the Review and Submit page, you can review all of your requisition lines and make any necessary
changes. You can make changemuallyto individdzl £ f Ay S&a 2NJ (2 YMessiALX S Ay
/ K| yHt®sa. You can alsenter commentsor attach documents orequisition line. Do not include

any slashes (/) in the Comments field.

7 New Window (%) Help [ Parsonaliz
Checkout - Review and Submit
Review the item information and submit the req for approval -
My Preferences & Requisition Settings
Requisition Summary
Business Unit -\ Gecrgia Perimeter College Requisition Name
*Currency
Cart Summary: Total Amount 10.00 USD
Expand lines to review shipping and sccounting details L Add More tems
Requisition Lines
Line Desaiption Item I Supplier Quantity uom Frice Total Detsils ~ Comments Delete
O g2 File Folder Staples 1.0000 Esch 10.0000 10.00 i} © ada o
[] Select All / Deselect All Select lines to: [ Add to Faverites {3 Add to Templatels) I Delete Selectzd {2, Mess Change
Total Amount 10.00 USD

Shipping Summary
# Edit for All Lines

Requisition Comments
Enter requisition comments

[ send to Supplier [ show at Receipt [ shown at Voucher
Approval Justification

Enter approval justification for this requisition

3 Cheo Budget

& Ssve & submit i} Save for Later L] Add Mare ltems 8 breyiow Approvals

Before submitting the requisition for approval, you have thamce to save it and preview the approval
path the requisition will follow. Also, when previewing the approval chain, you have the ability to insert
additional ad hoc approvers when necessary.

7 A

Once you submit the requisition for approval, the requisiighS & | G dza OK|I yhdtBea G2 at S
requisition isouted totKk S FANR G | LILINBR OSNDa 22NJ fAado

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Chapter 4: Accessing and Navigating the GeorgiaFIRST
Marketplace

As a Requester, you have the ability to do thikowing:

1 Create a Marketplace Requisition from a shopping cart assigned to you, edit the shopping cart
assigned to youor, if necessary, reassign the cart back to the original shopper

1 Create a Marketplace Requisition from a shopping cart you created

1 Create a Special Request Requisition that does not originate from the GEtR@Marketplace

Because the GeorgriéRSMarketplace plays such a prominent ratethe creation ofrequisitions, we
are going tdbegin byexplairinghow to access and navigate tkeorgidIRSMarketplace.

Logging into PeopleSoft Financials Core System

As a Requester, you will access the Gediil& Marketplace and eProcurement module through the
PeopleSoft Financials Core System. Depending on what you are doing, you wiltreittera shopping
cart inthe Georgi&lRSMarketplace through the eProcurement moduwle procesone assigned to
you.

How To: Accessing GeorgiaFIRST Marketplace through PeopleSoft Financials Core System

1. On the PeopleSoft Financials login paggeeyourUser IDand Password Remember, both of
these items are case sensitive. If you try to log in more fheatimes with an incorrect User ID
and/or password, the system will lock you out.

Click theSign Inbutton.

SelecteProcurementin the menu.

SelectRequisition.

Selecthe GAFirst Marketplace linkn the Web section

a kb

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Home | Workist || AddtoFavorites | Sign out
Main Menu > GeorgiaFirst Marketplace

Teresa Page ¥ | ¢ | Action Items [1] | Notifications | ™ 0.00 USD @ Q.

Shop Everything E Enter Search Keywords Here‘ m

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

Welcome to the GeorgiaFirst Marketplace site. Please see Lab Supplies ¥
below for important notes and updates:

We have over 60 suppliers in the GeorgiaFirst Marketplace. Fish
To access suppliers that do not have icons in the showcase @H—M‘-

to the right, enter the product or supplier name in the
Shopysearch bar at the top and click "Go".

Office Supplies and Computers ?

| (2] | e—— == = i)

Computers and Servers Computers (SWC90814)

MRO / Facilities ?

GRAINGER |

Grainger Contract [t
SWC1234-1234

Books and Media ?

Compiate

My Resources
phone: +1 (678) 891-3325
Site Map

6. Notice that the GeorglalRSMarketplace iglisplayed in your main window. You are now able
to start navigating through the marketplace.

Georgi&IRSMarketplace Home Page

The first stegn using the GeorgilRSMarketplace is knowing where things are located and how to
navigate the home page. Whenever you wish to return to the home page edliek the Homeiconor
the Institutionallogo in the upper left corneilt is important to beable to navigate through the
Georgi&IRSMarketplace so that you can builthd procesyour own shopping cartsas well agdit
shopping carts that have been assigned to ysyuther shoppers.

eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Favorites = Main Menu > GeorgiaFirst Marketplace

1
o~

Navigating GeorgiBlRSMarketplace

Teresa Page ¥

Shopping Dashboard

4,5

GeorgiaFirst Marketplace. To access
suppliers that do not have icons in the
showcease to the right, enter the product
or supplier name in the Shop/Search bar
at the top and click "Go".

6 shop | Everything

—

Shepping Home Home/Shop

H Enter Search Keywords Here

Office Supplies and Computers

2R ...

Computers
(SWCa0814)

Computers and
Servers

Workist || Addto Favorites |

% | ActionItems [1]

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

Welcome to the GeorgiaFirst Lab Supplies ?
Marketplace site. Plegse see below for
important notes and updates: 10
Gl
We have over 60 suppliers in the Sclomtific

= l o

Sign out

MRO / Facilities ?

]
Grainger Contract
SWC1234-1234

Anchontrinl Supgiy Con

Navigation Breadcrumbs an8creen TitleThe screen title indicates the title of the current page

Cart SummaryThe upper right corner displays a summary of your shopping cart. Included is the
cart name, the numbeof 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.
Quick SearchThis quick search feature allows for a variety of searches to be executed

1.
that you are on.
2.
3.
anywhere in the marketplace.
4.

Navigation IconsDown the left side of the GeorditRSMarketplace are the primary
navigatioii icons. By clicking on an icon, the screen refreshes to display sub links for the topics or
functions covered in that particular part of the Marketplace. The links that you see are
dependent on your permissions.
o Home This icon retursiyou to theHome pagdrom any other parts of the application.
0 Shopping Cart: 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.

eProcurement and GeordidRSMarketplace
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10.

11.

0 Orders & Documents: This icon allyou to search for documents that you have
created.
o Catalogs and Contract8his icon antains a repository of various documents within the
applcation.

Navigation SukLinks Once you select ink, additional suHinksmay be available. If sdinks
are available, they will be located just beneath the primary navigditns
Shop at the TofShop Quick SearchYou can access simple and advaneearch from this
feature. This is the primary area to perform item searches. We will cover search features later in
this chapter.
Action Items:Action Items are items that require some sort of action by the user logged in. The
number of action items wilhe displayed in red to the right of the Action Item menu.
Notifications: Certain action items trigger Notification messages informing the user that action
is neededNotifications are clickable and take you to the appropriate area of the application so
that action can be takermhe number of notifications will be displayed in red to the right of the
Notifications menu.
Organization Messagerhis box is an important tool system administrators use to communicate
with the Georgi&IRSMarketplace 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.
PunchOut:! & LIgzgzOK & dzLJLJ A SNJ A & Iual&upplids. Gatalbgsinl A y SR
punchout sites can still be customized for an individual institution. Peowtrsuppliers can be
accessed from this area of the screen.
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 moushoger the text. Much of the text in the application can be selected
and a secondary Help window displays.

Leaving the GeorgldRSMarketplace

When you are ready to leave the GeofgiaSMarketplace 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 have to log out of the GeordgtdRSMarketplace

since you accessed it through PeopleSoft, which remains open while you are in the marketplace.

Remember, PeopleSoft will automatically log you outstecurity purposesafter 60 minutes of

inactivity.
eProcurement and GeordidRSMarketplace RequesterdJser Guide; v15
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Chapter 5: Retrieving an Assigned Cart and Creating a
Marketplace Requisition

As a Requester, your primary role is to retrieve the shopping carts assigned to you and create a
requisition from those shoppingarts. In thishapter, you will learn how to build a marketplace
requisition and submit it for approval.

Notification

When a Shopper assigns a cart to you, you will be notified via email. In addition, when you enter the
Georgi&IRSMarketplace, you wilbe able to see all of the shopping carts assigned to you.

‘./'_,;\, =] &~ ¥ | A GeorgiaFirst Marketplace shopping cart has been assigned to you - Message (Plain Text) - = X
) =
- Message Adobe PDF (7]

- 3 = || 34 Find &b

i i Pm- x n gy o] &, safe Lists - v 2 g'}”

e L ]

& == = = A ||y pejatea- |
Reply Reply Forward R, call ~ Delete Moveto Create Other Block Mot Junk Categorize Follow Mark as Send to
to All Folder~ Rule Actions~ | Sender — - Up~ Unread || Wi Seledt ™ || oneMote
Respond Actions Junk E-mail iFl Options il Find OneNote

Extra line breaks in this message were removed.
From: support@sciquest.com Sent:  Sat1/22/2011 11:13 AM

To:
e
Subject: A GeorgiaFirst Marketplace shopping cart has been assigned to you

| » 0

Re: A shopping cart has been assigned to you Cart Name: Office Supplies -©1-22-2811 Prepared for: Juliet D'Souza Prepared by: Evelyn Blanch-
Payne

Dear Evelyn Blanch-Payne

A GeorgiaFirst Marketplace shopping cart has been assigned to you by Juliet D'Souza (teresa.piazzafusg.edu). The GeorgiaFirst Marketplace
shopping cart can be accessed for review in "Draft Carts” or by selecting the URL below.

https://usertest.sciguest.com/apps/Router/Cartlist?AuthlUser-6570044tmstmp=1205712784515

If applicable, the user has submitted the following additional comments:

If you have any questions with regard to this shopping cart, please contact yourGeorgiaFirst MarketplaceSupport Team.

Support Team Contact Information:
+1 (484) 656-2456

Once you are notified of your assigned shopping cart, you can begin the process of building the
Marketplace Requisitian

Createa BasicMarketplace Requisition

To begin a Marketplace Requisitiojou are going to start in the eProcurement module and create a
new requisition.

After logging into PeopleSoft Financials, go to eProcurdiimetimhe menu and seled®equisition.

Next, select th&sAFRST Marketplacénk. By doing this, you will be criéag this requisition from a
Georgi&kIRSMarketplace shopping cart.
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Favorites = | Main Menu~ > eProcurement = > Requisition
Home Waorl

ORACLE

B New Window (2

Create Requisition 2

Welcome Jackson,Vagillia

e 8% .
Home My Preferences Requisition Settings [ OLines L
Request Options A Search |All W Search Advanced Search
Enter Search criteria or select Web =| Express ltem Ent H-‘] Special Requests
from the menu on the right to '@ . . = - Y o = 2P a
begin creating your requisition Browse Supplier Websites Create an Express Requisition Create a non-catalog request
GAFirstMarketplace
Forms l:,_,» Favorites Templates
Create and Submit Forms Browse Favorite Items and Browse Company and Personal
Senices Templates
#100 Pens
ePro Services |r"s' Recently Ordered
Reqguest Services View recently ordered items and
senices

Fixed Cost Service
Wariable Cost Senvice
Time and Materials

Once you get into the GeordgiRSMarketplace, there are two additional ways to see if any carts have

been assigned to yolirst on thehome/shop page, you can seia the Action Itemsection if you have

any pending Action Items. Also, note that the Notifications section may also show pending messages.

Home | Worklist ‘ Add to Favorites | Sign out

Frika Barton ¥ % Actionltems [1] Notifications[2] W™ 2097uUsp Q f§

) ) ) Action Items
'® Shop My Carts and Orders. View Draft Shopping Carts = Shopping Cart - Drafts

Create Cart

Assign Substitute

My Assigned Approvals

Carts Assigned To Me

i
My Drafts legend ?
Active Cart iaFirst Marketpl Sk ing Cart Name Date Created Cart Description Total Delete
2013-10-08 ITSREQUESTERO1 03 10/8/2013 0.00 UsD Delete
Drafts Assigned To Me legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
® 2013-12-13 ITSSHOPPERO1 01 12/13/2013 29.97 USD Delete

Second, if you go to thBhopping Cariconand select theMly Carts and Orderbnk, thenView Draft

Shopping Cartinky & 2dz ¢ Af f &DBafis Assignetl i@ AR (& SR Kl @S I y @

you. If you select the link in th&ction Itemsbox, the system will bring you to this draft capage
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Home | Worklist ‘ Add to Favorites | Sign out

Erika Barton ¥ 9  Action Items Notifications [ 2] W 2097 USD O

M
! W shop My Carts and Orders  View Draft Shopping Carts = Shopping Cart - Drafts
Create Cart
Assign Substitute
E‘ My Drafts legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
2013-10-08 ITSREQUESTERDL 03 10/8/2013 000USD  Delete
Drafts Assigned To Me legend ?
Active Cart GeorgiaFirst Marketplace Shopping Cart Name Date Created Cart Description Total Delete
ab > 2013-12-13 ITSSHOPPEROL 01 12/13/2013 29.97 UsD Delete

To begin reviewing the orderlick on theshopping cart nameYou are able to edit the shopping cart by
changing quantities, removing and adding line items, and updating contract information if necessary.
We will review how to do this later in thehapter.

When the shopping cart isa€ely to be pulled into an ePro Requisition, from the Shopping Cart, you can

A = Z 44

4 St S ORiocaedoXhetkoué o0 dzii G2y |y R Issu&meyuisiiof t § 0di (@ K® & KA &

Marketplace shopping cart into eProcurement.
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ORACLE" Home | Wordist | AddtoFavorites |  Signout

Erika Barton ¥ | ff Actionltems [1] Notifications [2] W 2097USD O

A
A B = Shop My Cartsand Orders  Open My Active Shopping Cart = Cart - Draft Requisiion
i1 BR™ . « Continue Shapping
] = Shopplng Cart o semon acams J 3 Item(s) for a total of 29.97 uso
ﬁ' Name this cart: |2013-12-13 ITSSHOPPEROL 01 | or w
Have you made changes? | update B | @ Help | [Emptycart | | Perform an action on (0 items selected).. ‘ v Select Al [
@...., Fisher Scientific more info.
Fulfilment Address 1
3970 Johns Creek Court, Suite 500, Suwanee, GA 30024 US
Unit
Product Description Price Quantity Total
e e l. Pouch, Webbed: Small Flashlight: Accessory to MSA ForceField Tango Tactical Body Armor: Webbed Molle- 9.99 uso 9.99 uso [
1' style pocket-type module; 1/EA ., 1/EA, EA
change
i Part Number 191500337 ice
Jarger image price...
P Manufacturer Info 10066774 - (Mine Safety Appliances Company)
Contract SWC30747-5 more info..
Biological Supplies and Laboratory Equipment change..
ftem added on Pouch, Webbed: Small Flashlight: Accessory to MSA ForceField Tango Tactical Body Armor: Webbed Molle- 9.99 uUso 9.99 Uso [
Dec13, 2013 .
(' 3 style pocket-type module: 1/EA ., 1/EA, EA
=0
[ Remove | . Part Number 191500337 e
Jarger image price...
Manufacturer Info 10066774 - (Mine Safety Appliances Company)
Contract SWC30747-5 more info
a6 Biological Supplies and Laboratory Equipment change..

ORACLE’ Home | Workist | AddloFavortes |  Signout

Erika Barton ¥ | ¢ Actionltems [1] Notifications [2] W 2097UsD Q.

()
A B mshop My Cartsand Orders  Open My Active Shopping Cart = Summary - Draft Requisiion

heiial v o
rt
E‘ ssign Cai

4 Return to shopping cart 4/ Continue Shopping

& All done! The required ii ion has been leted and this request is ready to be submitted.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Cart| Comments  History

Summary (=)

Hide header Hide value descriptions

General ?

Cart Name 2013-12-13 ITSSHOPPERO1 01

PO Clauses edit clauses...

Business Unit Georgia Gwinnett College (40000)

Vendor / Line Item Details 7
Hide line details For selected line items | Add To Favorites Bl co |
Fisher Scientific more info... Contract SWC30747-5 more info..

Fulfilment Address 1

0 3970 Johns Creek Court, Suite 500, Suwanee, GA 30024 US

Once your shopping cart has been pulled into eProcurement, the original Shopper is notified via email
that their shopping cart is now being worked in ePro. From here, you should see your Requisition
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Eil'ﬁl GeorgiaFIRST Marketplace Creating a Ma&ketplace Requisition

Summary box on thieft sideof the screerpopulatewith your Marketplace line itemsyou will not be
able toselect the Special Request tab to add additional items.

The system automaticallgturns you b the Checkout; Review and Submit pag®@n this pageif you

F'NBE ONBFGAy3a I yoK&IAns DA NEKIBdzEEKRILABWIGEd. ! aSNJ L5
Gompleting this step enables the system to tie the requisition to the shopper so that they will redeive
future notifications regardingi KS NXBlj dzZA & A (1 A 2 Yy ® Hefaults iRcRAingGharsfelds, G K S
will be assigned to each requisition line item, which is used in the approval process.

ORACLE

Checkout - Review and Submit

Review the item information and submit the req for approva )
(" My Preferences Requisition Settings
Requisition Summary

Business Unit |7mnu @ G allege Requisition Name

*Requester [ITSREQUESTERO1 @, Jacksonvagillia Priority Medium -

~currency [USD

Cart Summary: Total Amount 40.37 USD
Expand lines 1o review shipping and accounting details = Add More ltems

Requisition Lines (7
Line Description Itermn 1D Supplier Quantity uom Price Total Details|

=1 @ g\gltalT\mar Control Type Graybar, Inc. 1.0000 Each 40.3700 40.37 =
n
[ Select All / Deselect All Select lines to: [ Add to Favorites 92| Add to Template(s il Delete Selected ig.Mass Change
Total Amount 40.37 USD

Shipping Summary

& Editfor All Lines

Standard PO Terms |

[C] send to Supplier [C] show at Receipt [Z] shown at Voucher
Approval Justification

Enter approval justification for this requisition

& Check Budget

& Save & submit ] Save for Later E Add Mare Items &3 Preview Approvals

It isalsohere that you can update the requisition line distribution if neededr example, if the Shopper

indicates in theicart commentsthat a different department or project needs to be charged, you would
update this informatiorhere. This page is also where you can indicate whether the item needs to be

identified as an asseFinally, if you need to submit afneadercomments regarding this requisition, you
can do so at the bottom of the pag¥ou can also enter comments individually on the requisition lines
Do not include any slashes (/) in your comments.

After making ag necessary edits, you will need to select ti&avet 2 NJ [buttdn Stk thePreview

I LILINE @ | Hereyoulvilk sge| thie approval path this requisition will follow. The exact approval path
dependsuponthe department and project charged, as well as otbeteria specifiecy your

institution. If you need to insert an additional ad hoc approver, you will do so on this page. When you
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&7 eProcurement &
Eal'ﬁ GeorgiaFIRST Marketplace Creating a Ma&ketplace Requisition

are ready to submit your requisitidior approvaj you click theSubmitbutton. At this point the system
routesthe requisitionlines to all requiredeorgi&IRSEPLINE SN A 2 2NJ f A ald @

¢CKS F2tt26Ay 3 alférdreating & badicMarkefplace Refjuisitidn SSuliisequent sections
in this User Guide will detail additional scenarios when creating Marketplace Requisitions.

How To: Create a Basic Marketplacedrigsition from an Assigned Shopping Cart

1. Log into PeopleSoft Financials Core System.

In the menu, selec¢Procurement

SelectRequisition

Select theGAFIRST Marketplacink.

In the GeorgigIRSMarketplace, select th&hopping Caricon.
Select theMly Carts and Order§nk.

7. Select theView Draft Shopping Cartak.

2
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