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Introduction  

¢Ƙƛǎ ¦ǎŜǊΩǎ DǳƛŘŜ ƛǎ ŘŜǎƛƎƴŜŘ ŦƻǊ Requesters who will be using the eProcurement module in the 

PeopleSoft Financials system, as well as the GeorgiaFIRST MarketplaceΦ Lƴ ǘƘƛǎ ¦ǎŜǊΩǎ DǳƛŘŜΣ ȅƻǳ ǿƛƭƭ ŦƛƴŘ 

an overview of what the eProcurement module does, as well as what the function of the GeorgiaFIRST 

Marketplace is. You will learn how to create an ePro Requisition from a GeorgiaFIRST Marketplace 

shopping cart, as well as how to create a Special Request Requisition. You will also learn how to create 

your own Shopping Carts in the GeorgiaFIRST Marketplace.  

¢ƻǇƛŎǎ ŎƻǾŜǊŜŘ ƛƴ ǘƘƛǎ ǳǎŜǊΩǎ ƎǳƛŘŜΥ 

¶ Overview of eProcurement and the GeorgiaFIRST Marketplace 

¶ Basic Procurement Policies 

¶ ePro Requisition Basics  

¶ Accessing and Navigating the GeorgiaFIRST Marketplace 

¶ 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 GeorgiaFIRST Marketplace 

¶ Shopping for Items in the GeorgiaFIRST Marketplace 

¶ GeorgiaFIRST Marketplace Favorites 

¶ User Profile in GeorgiaFIRST Marketplace
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Chapter  1: eProcurement and Georgia FIRST Marketplace 

Overview  

What are eProcurement and the GeorgiaFIRST 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 services. 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 signatures and sent to the 

Purchasing Office. The Purchasing Office then rekeyed the information into the system to create a 

Purchase Order to send to the supplier.  

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 on the Chartstring charged 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 Order that is dispatched to a supplier.  

The GeorgiaFIRST Marketplace takes the use of ePro to another level. The GeorgiaFIRST Marketplace is 

an online shopping site that is accessed from PeopleSoft Financials. Through this online shopping site, 

users can shop online for contract items from a variety of state and institution-approved suppliers. 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 turns their shopping cart into an ePro 

requisition.  

Benefits of ePro and the GeorgiaFIRST Marketplace 

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

including: 

¶ 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 

¶ !ōƛƭƛǘȅ ǘƻ ǎŀǾŜ ƛǘŜƳǎ ŀǎ ΨŦŀǾƻǊƛǘŜǎΩ ƛƴ ǘƘŜ DŜƻǊƎƛŀFIRST Marketplace 
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Types of Roles Involved 

In order for the ePro and GeorgiaFIRST Marketplace functionality to work properly, users are set up with 

specific roles and responsibilities. They include: 

¶ Shoppers: These users select items in the GeorgiaFIRST Marketplace and place them into 

shopping carts to be assigned to their Requester. 

¶ Requesters: These users take shopping carts created by Shoppers and turn them into ePro 

Requisitions. Requesters can also build their own shopping carts, just like Shoppers. 

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

¶ Buyers: These users are responsible for ensuring approved requisitions are sourced into a 

Purchase Order and dispatched to the supplier. 

¶ AP Personnel: The AP office processes the resulting invoice from the supplier.  

¶ ePro Administrator: This user monitors the approval workflow to make sure requisitions are 

worked in a timely fashion. 

¶ Local Security Administrator: This user is responsible for setting up all users in their appropriate 

roles. 

As a Requester, you are primarily responsible for creating ePro requisitions from shopping carts created 

in the GeorgiaFIRST Marketplace either created by you or by Shoppers to whom you are assigned. In 

addition, you are responsible for creating Special Requisitions, which are requisitions containing non-

contract/non-catalog items and therefore, not initiated from a GeorgiaFIRST Marketplace shopping cart. 

Finally, you may be responsible for receiving items in the ePro system so that supplier invoices resulting 

from ePro requisitions can be paid. 

Role Setup 

In order for PeopleSoft Financials and the GeorgiaFIRST Marketplace to know what actions you can and 

cannot perform in the systems, each role requires a specific setup. While role setup is done in the 

PeopleSoft Financials system, which then transfers the role permission to the GeorgiaFIRST Marketplace, 

the PS assigned roles also inherit permissions within the GeorgiaFIRST Marketplace. In this section, we 

are going to discuss the setup involved. It includes Security Roles, Requester Assignment and User 

Preferences. There is also some manual setup, such as Requester Assignment, required by Shoppers 

within GeorgiaFIRST Marketplace. 
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Security Roles 

Your Local Security Administrator assigns specific security roles to each user. These Security Roles 

authorize you to access certain pages within PeopleSoft. When assigned to a GeorgiaFIRST marketplace 

user, they also allow the user to inherit certain permissions within GeorgiaFIRST Marketplace. For this 

reason, users may be able to see eProcurement in the menu but not see Accounts Payable, or they can 

assign a cart within GeorgiaFIRST Marketplace but not issue a requisition, for example.  

 

Requester Assignment 

Lƴ ƻǊŘŜǊ ǘƻ ŎǊŜŀǘŜ ŀ ǊŜǉǳƛǎƛǘƛƻƴ ƛƴ ǘƘŜ ǎȅǎǘŜƳΣ ȅƻǳ Ƴǳǎǘ ōŜ ǎŜǘ ǳǇ ŀǎ ŀ άwŜǉǳŜǎǘŜǊέ ƛƴ ǘƘŜ ǎȅǎǘŜƳ by your 

Local Security Administrator or ePro Administrator. It is through this Requester Setup that the following 

Defaults are set: 
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User Preferences 

In addition to being created or setup as a Requester in the system, a requester must have their user 

preferences established prior to creating requisitions. Through User Preferences, allowable requisition 

actions, such as canceling or closing a requisition, are set up. In addition, it is through the User 

Preferences that you can be authorized to create or update requisitions on behalf of other requesters.  
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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.  

 

How does PSFIN pass along user information to GeorgiaFIRST Marketplace? 

To begin using the GeorgiaFIRST Marketplace, your local security administrator first sets you up in the 

PeopleSoft Financials system, with the correct roles and authorizations. By using your PeopleSoft User ID 

and Password, you can access the PeopleSoft system. Once in PeopleSoft, you simply proceed to the 

GeorgiaFIRST Marketplace through a hyperlink.  

By logging in through PeopleSoft, the system sends specific user information to the GeorgiaFIRST 

Marketplace, allowing you to log in only once and shop from multiple suppliers. In addition, your 

Shoppers use the 

GeorgiaFIRST Marketplace 

to select goods they 

request to have purchased. 

Shoppers assign their 

completed shopping carts 

to their assigned 

Requester. 

The Requester is notified 

by email of this newly 

assigned cart. 

The Requester logs into 

the system and pulls the 

3ÈÏÐÐÅÒȭÓ ÃÁÒÔ ÉÎÔÏ Á 

Requisition. 

The Requester finishes the 

requisition and submits it 

for approval. 

The Approvers 

(determined by various 

factors) either approve or 

deny the requisition lines. 

Once fully approved, the 

PeopleSoft Financials system 

automatically budget checks 

the requisition. 

Once the requisition has a valid budget check 

status, the PeopleSoft Financials system 

automatically sources the requisition into a 

purchase order and dispatches it to the vendor. 

The vendor fulfills the 

order and sends the item 

and invoice to the 

Institution . 

The institution receives 

the item. 

The AP Office pays the 

invoice. 
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PeopleSoft User ID is used to store a set of default ChartFields that will be charged for your requested 

goods, unless otherwise specified. 

How Do Approvals Work? 

As mentioned earlier, once the Requester builds the requisition in ePro from a GeorgiaFIRST 

Marketplace shopping cart, the Requester submits it for approval. In ePro, approvals are completed 

through Workflow. The ePro module looks at certain values in the requisition and automatically routes it 

to all necessary approvers. Approval routings are based on the individual lines in a requisition. Below is a 

quick summary of how approvals flow for requisitions originating from the GeorgiaFIRST Marketplace: 

¶ First, all requisitions are routed to a Department Manager for approval. The correct Department 

Manager is determined by the Department ChartField used on the requisition line.  

¶ If a Project or Grant is indicated on the requisition line also, then the line is routed to the 

assigned Project Manager for approval as well.  

¶ The following approval steps are customizable by institution. Therefore, not all of these steps 

will apply to your requisition line. Check with the ePro Administrator at your institution for 

configuration details. 

o Agency Fund Approval: If an agency fund is entered on a requisition line, the line 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 approver responsible for approving these high-amount 

lines. This is specified by each institution. 

o Item Type Approvals: These approvals are determined by the type of item being 

requested through the requisition line account number, NIGP code, or both. The special 

item types include: 

Á Assets 

Á Audio Visual Equipment 

Á Chemical Goods 

Á Facilities Planning and Design  

Á IT Hardware and Software 

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

items) 

For Special Requisitions (created for non-catalog/non-contract items not in the GeorgiaFIRST 

Marketplace), the approval chain can be slightly different. All requisitions are still routed to a 

Department Manager and Project Manager (if a project is indicated on the requisition line).  
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¶ The agency fund approval stage is optional by institution. If enabled, the requisition will route to 

ȅƻǳǊ ƛƴǎǘƛǘǳǘƛƻƴΩǎ ŀƎŜƴŎȅ ŦǳƴŘ ŀǇǇǊƻǾŜǊ ƛŦ ŀƴ ŀƎŜƴŎȅ ŦǳƴŘ ƛǎ ŜƴǘŜǊŜŘ ƻƴ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴ 

distribution line.  

¶ Amount Approval is optional for Special Requisitions. 

¶ The next stage is the item type approvals, which are specific to each institution. This can also 

have institution-specific criteria defined. 

¶ For Special Requisitions, the final approval stage is the Buyer Approval. This stage is also 

optional for each institution and can be used for Marketplace Requisitions. The Buyer is 

someone in the Purchasing Department who is responsible for ensuring the purchase meets all 

State of Georgia purchasing standards. The Buyer-approval step is necessary for Special 

Requisitions since these items are not from approved contracts in the GeorgiaFIRST 

Marketplace.  

Once requested items have been placed on a requisition and routed for approvals, there are time limits 

in place by which each approver must act on the requisition. This ensures that your requisition does not 

sit around waiting for a required approver for an indefinite amount of time.  

When a requisition is submitted for approval, the system routes it to the appropriate ŀǇǇǊƻǾŜǊǎΩ 

Worklists within PeopleSoft Financials. The Worklist is a queue that holds items waiting for approval. 

Once an approver works a transaction, the system removes it from their Worklist.  

hƴŎŜ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴ Ƙƛǘǎ ŀƴ !ǇǇǊƻǾŜǊΩǎ ²ƻǊƪƭƛǎǘ, the approver has three days to either approve or deny 

it before they geǘ ŀ ǊŜƳƛƴŘŜǊ ƴƻǘƛŦƛŎŀǘƛƻƴ ŦǊƻƳ ǘƘŜ ǎȅǎǘŜƳΦ LŦ ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴ ǎƛǘǎ ƛƴ ŀƴ !ǇǇǊƻǾŜǊΩǎ 

Worklist for four days without being approved or denied, the system removes the requisition from that 

!ǇǇǊƻǾŜǊΩǎ ²ƻǊƪƭƛǎǘ, the transaction is escalated, and the ePro Administrator reassigns the transaction 

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

it onto the next required !ǇǇǊƻǾŜǊΩǎ ²ƻǊƪƭƛǎǘΦ LŦ ŀƴ !ǇǇǊƻǾŜǊ ŘŜƴƛŜǎ ŀ ǊŜǉǳƛǎƛǘƛƻƴΣ ǘƘŜ ǎȅǎǘŜƳ ǊŜǘǳǊƴǎ ƛǘ 

to the Requester. Denied requisition lines can be edited and resubmitted for approval or canceled 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 ability to assign 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. 



Basic Procurement Info 
 
 

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide ς v1.5 

© 2017 Board of Regents of the University System of Georgia.  All Rights Reserved. 12/17/2018 

16 
 

Chapter 2: Contract Types  

Even though the suppliers and items in the GeorgiaFIRST Marketplace 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 in PeopleSoft 

Financials.  

LŦ ŀ ǎƛƴƎƭŜ tǳǊŎƘŀǎŜ hǊŘŜǊ ƛƴŎƭǳŘŜǎ ǘǿƻ ŎƻƴǘǊŀŎǘ ǘȅǇŜǎΣ ǘƘŜ th ǘȅǇŜ ƛǎ ǎŜƴǘ ǘƻ άa¦[έ ŦƻǊ ƳǳƭǘƛǇƭŜΦ   

Contract Type Custom Catalog 
Attribute 

Order of 
Precedence 

Purchase Order 
Type 

Contract Number 

Intergovernmental 
Agreement 

Intergovernmental 0 IGA Goes to the PO 
Line Item 

Mandatory State 
Contract 

Mandatory State 
Contract 

1 SWCM Goes to the PO 
Line Item 

Agency Contract Agency Contract 2 AC Goes to the PO 
Line Item 

Statutory 
Mandatory 

Statutory 
Mandatory 

3 MAN Goes to the PO 
Line Item 

Convenience State 
Contract 

Convenience State 
Contract 

4a SWCC Goes to the PO 
Line Item 

Statutory 
Preferred 

Statutory 
Preferred 

4b PRF Goes to the PO 
Line Item 
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Chapter 3: eProcurement Requisition Basics  

Before we learn about creating Marketplace Requisitions, we first need to understand how 

eProcurement requisitions are created and how they work. Three steps exist in the process of building 

an eProcurement Requisition: Defining the requisition, Adding items or services, and then reviewing and 

submitting. In this chapter, we will review each step. 

Remember, there are two types of requisitions:  

¶ Marketplace Requisition that is built from selected contract/catalog items in the GeorgiaFIRST 

Marketplace ς usually referred to as a CAT (Catalog) Requisition 

¶ Special Request Requisition that is built from non-contract/catalog items without accessing the 

GeorgiaFIRST Marketplace ς usually referred to as an ONL (Online) requisition 

Creating a Requisition 

To begin creating an eProcurement Requisition, you will need to access eProcurement through the 

PeopleSoft Financials core system. Once in eProcurement, select Requisition. Once you are on the 

Create Requisition page, you will need to decide whether you want to create a Special Request 

Requisition or a Marketplace Requisition.  

Requisition Settings 

This is an optional step. On the Create Requisition page, you may select the Requisition Settings link at 

the top of the page. Here you can specify defaults that will apply to all lines of the entire requisition so 

that ȅƻǳ ŘƻƴΩǘ ƘŀǾŜ ǘƻ ŜƴǘŜǊ information into certain fields on each line manually.  

You can set up defaults on a Marketplace Requisition; however, once your cart in the Marketplace is 

pulled into ePro, the following fields will be overwritten: 

¶ Supplier; 

¶ Supplier Location; 

¶ Category; and 

¶ Unit of Measure. 

On the Requisition Settings page, you can specify a Requisition Name if you want to. If you do not 

specify a Requisition name, the Requisition ID will be populated in this field upon saving the requisition. 

The Line Defaults section is used to enter values that will default to all lines added to the requisition. 

Once you begin building your requisition, you can override these defaults on the individual lines if 

necessary. When using the Line Defaults, keep in mind the following: 
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¶ If you have a Department ID populated on your User Preferences page, it will override the value 

you enter on the line defaults page. 

¶ The account code defaults from the NIGP code. The account code defaulting 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 Account on requisition lines, you 

will need to update those fields on the Checkout ς Review and Submit page and not on the Requisition 

Settings page.  

 

 

The Line Defaults that you can specify on this page that will carry over to every requisition line you add 

include: 

¶ Supplier 

¶ Buyer 

¶ Category (NIGP Code) 

¶ Unit of Measure 

¶ Ship To Code  

¶ Due Date (N/A for GeorgiaFIRST Marketplace Requisitions) 
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¶ Attention To 

¶ ChartFields 

Once you have finished specifying defaults for the Special Request Requisition (remember, this is 

optional), you can proceed to the next step, which is Adding Items and Services, by selecting OK.  

Add Items  

There are two ways to add requisition line items: Add them through the GeorgiaFIRST Marketplace or 

add them manually for a Special Request. When creating a requisition, you cannot combine Marketplace 

Requisition items with Special Request Requisition items.  

When creating a Marketplace Requisition, you will select the GAFIRST Marketplace link INSTEAD of 

selecting the Special Requests link. When creating a Special Request Requisition, you will select the 

Special Requests link. We will go into the details of each type of requisition later in this user guide. Here, 

we will just provide an overview.  

 

Once you add items to your requisition, the Requisition Summary (or shopping cart) will indicate how 

many requisition lines have been added and what the total amount of the requisition is. As you add 

additional items, the Requisition Summary (shopping cart) will update. After you have added all 

requisition line items, you can proceed to reviewing and submitting your requisition by selecting the 

Checkout button. 
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Checkout ς 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 changes manually to individǳŀƭ ƭƛƴŜǎ ƻǊ ǘƻ ƳǳƭǘƛǇƭŜ ƭƛƴŜǎ ǘƘǊƻǳƎƘ ǘƘŜ άMass 

/ƘŀƴƎŜέ button. You can also enter comments or attach documents on requisition lines. Do not include 

any slashes (/) in the Comments field.  

 

Before submitting the requisition for approval, you have the chance 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.  

Once you submit the requisition for approval, the requisition liƴŜ ǎǘŀǘǳǎ ŎƘŀƴƎŜǎ ǘƻ άtŜƴŘƛƴƎέ ŀnd the 

requisition is routed to tƘŜ ŦƛǊǎǘ ŀǇǇǊƻǾŜǊΩǎ ²ƻǊƪƭƛǎǘΦ  
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Chapter 4: Accessing and Navigating the GeorgiaFIRST 

Marketplace  

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

¶ Create a Marketplace Requisition from a shopping cart assigned to you, edit the shopping cart 

assigned to you, or, if necessary, reassign the cart back to the original shopper 

¶ Create a Marketplace Requisition from a shopping cart you created 

¶ Create a Special Request Requisition that does not originate from the GeorgiaFIRST Marketplace 

Because the GeorgiaFIRST Marketplace plays such a prominent role in the creation of requisitions, we 

are going to begin by explaining how to access and navigate the GeorgiaFIRST Marketplace.  

Logging into PeopleSoft Financials Core System 

As a Requester, you will access the GeorgiaFIRST Marketplace and eProcurement module through the 

PeopleSoft Financials Core System. Depending on what you are doing, you will either create a shopping 

cart in the GeorgiaFIRST Marketplace through the eProcurement module or process one assigned to 

you.  

How To: Accessing GeorgiaFIRST Marketplace through PeopleSoft Financials Core System 

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. 
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6. Notice that the GeorgiaFIRST Marketplace is displayed in your main window. You are now able 

to start navigating through the marketplace. 

GeorgiaFIRST Marketplace Home Page 

The first step in using the GeorgiaFIRST Marketplace is knowing where things are located and how to 

navigate the home page. Whenever you wish to return to the home page, click either the Home icon or 

the Institutional logo in the upper left corner. It is important to be able to navigate through the 

GeorgiaFIRST Marketplace so that you can build and process your own shopping carts, as well as edit 

shopping carts that have been assigned to you by other shoppers. 
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1. Navigation Breadcrumbs and Screen Title: The screen title indicates the title of the current page 

that you are on. 

2. Cart Summary: The upper right corner 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, update, and process your shopping cart.  

3. Quick Search: This quick search feature allows for a variety of searches to be executed 

anywhere in the marketplace.  

4. Navigation Icons: Down the left side of the GeorgiaFIRST Marketplace are the primary 

navigation 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 returns you to the Home page from any other parts of the application. 

o 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. 

1 
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o Orders & Documents: This icon allows you to search for documents that you have 

created.  

o Catalogs and Contracts: This icon contains a repository of various documents within the 

application.  

5. Navigation Sub-Links: Once you select a link, additional sub-links may be available. If sub-links 

are available, they will be located just beneath the primary navigation links. 

6. Shop at the Top/Shop Quick Search: You can access simple and advanced search from this 

feature. This is the primary area to perform item searches. We will cover search features later in 

this chapter.  

7. Action Items: Action Items are items that require some sort of action by the user logged in. The 

number of action items will be displayed in red to the right of the Action Item menu.  

8. Notifications: Certain action items 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 action can be taken. The number of notifications will be displayed in red to the right of the 

Notifications menu. 

9. Organization Message: This box is an important tool system administrators use to communicate 

with the GeorgiaFIRST Marketplace 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.  

10. Punch-Out: ! άǇǳƴŎƘ-ƻǳǘέ ǎǳǇǇƭƛŜǊ ƛǎ ŀ ǎƛǘŜ ƳŀƛƴǘŀƛƴŜŘ ōȅ ǘƘŜ ŀŎǘual 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 screen.  

11. 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 mousing-over the text. Much of the text in the application can be selected 

and a secondary Help window displays.  

Leaving the GeorgiaFIRST Marketplace 

When you are ready to leave the GeorgiaFIRST Marketplace 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 not have to log out of the GeorgiaFIRST Marketplace 

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

Remember, PeopleSoft will automatically log you out for security purposes after 60 minutes of 

inactivity.



Creating a Marketplace Requisition 
 
 

eProcurement and GeorgiaFIRST Marketplace Requesters User Guide ς v1.5 

© 2017 Board of Regents of the University System of Georgia.  All Rights Reserved. 12/17/2018 

25 
 

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 shopping carts. In this chapter, 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 

GeorgiaFIRST Marketplace, you will be able to see all of the shopping carts assigned to you.  

 

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

Marketplace Requisition. 

Create a Basic Marketplace Requisition 

To begin a Marketplace Requisition, you are going to start in the eProcurement module and create a 

new requisition.  

After logging into PeopleSoft Financials, go to eProcurement in the menu and select Requisition.  

Next, select the GAFIRST Marketplace link. By doing this, you will be creating this requisition from a 

GeorgiaFIRST Marketplace shopping cart.  
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Once you get into the GeorgiaFIRST Marketplace, there are two additional ways to see if any carts have 

been assigned to you. First, on the home/shop page, you can see in the Action Items section if you have 

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

 

 

Second, if you go to the Shopping Cart icon and select the My Carts and Orders link, then View Draft 

Shopping Carts linkΣ ȅƻǳ ǿƛƭƭ ǎŜŜ ŀƴ ŀǊŜŀ ǘƛǘƭŜŘ άDrafts Assigned to Meέ ƛŦ ȅƻǳ ƘŀǾŜ ŀƴȅ ŎŀǊǘǎ ŀǎǎƛƎƴŜŘ ǘƻ 

you. If you select the link in the Action Items box, the system will bring you to this draft carts page. 
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To begin reviewing the order, click on the shopping cart name. You 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 the chapter.  

When the shopping cart is ready to be pulled into an ePro Requisition, from the Shopping Cart, you can 

ǎŜƭŜŎǘ ǘƘŜ άProceed to Checkoutέ ōǳǘǘƻƴ ŀƴŘ ǘƘŜƴ ǎŜƭŜŎǘ ǘƘŜ άIssue Requisitionέ ōǳǘǘƻƴΦ ¢Ƙƛǎ Ǉǳƭƭǎ ǘƘŜ 

Marketplace shopping cart into eProcurement.  
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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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Summary box on the left side of the screen populate with your Marketplace line items. You will not be 

able to select the Special Request tab to add additional items.  

The system automatically returns you to the Checkout ς Review and Submit page. On this page, if you 

ŀǊŜ ŎǊŜŀǘƛƴƎ ŀ {ƘƻǇǇŜǊΩǎ ǊŜǉǳƛǎƛǘƛƻƴΣ you will ƛƴǎŜǊǘ ǘƘŜ ǎƘƻǇǇŜǊΩǎ ¦ǎŜǊ L5 ƛƴ ǘƘŜ wŜǉǳŜǎǘŜǊ field. 

Completing this step enables the system to tie the requisition to the shopper so that they will receive all 

future notifications regarding ǘƘŜ ǊŜǉǳƛǎƛǘƛƻƴΦ Lƴ ŀŘŘƛǘƛƻƴΣ ǘƘŜ ǎƘƻǇǇŜǊΩǎ defaults, including ChartFields, 

will be assigned to each requisition line item, which is used in the approval process.  

 

 

 

 

 

 

 

 

 

 

 

 

It is also here that you can update the requisition line distribution if needed. For example, if the Shopper 

indicates in their cart comments that a different department or project needs to be charged, you would 

update this information here. This page is also where you can indicate whether the item needs to be 

identified as an asset. Finally, if you need to submit any header comments regarding this requisition, you 

can do so at the bottom of the page. You can also enter comments individually on the requisition lines. 

Do not include any slashes (/) in your comments. 

After making any necessary edits, you will need to select the άSave ŦƻǊ [ŀǘŜǊέ button, then the Preview 

!ǇǇǊƻǾŀƭǎέ ƭƛƴƪΦ  Here you will see the approval path this requisition will follow. The exact approval path 

depends upon the department and project charged, as well as other criteria specified by 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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are ready to submit your requisition for approval, you click the Submit button. At this point the system 

routes the requisition lines to all required GeorgiaFIRST apǇǊƻǾŜǊΩǎ ²ƻǊƪƭƛǎǘΦ  

 

¢ƘŜ ŦƻƭƭƻǿƛƴƎ άIƻǿ ¢ƻέ ƭƛǎǘǎ ǘƘŜ ǎǘŜǇǎ for creating a basic Marketplace Requisition. Subsequent sections 

in this User Guide will detail additional scenarios when creating Marketplace Requisitions. 

How To: Create a Basic Marketplace Requisition from an Assigned Shopping Cart 

1. Log into PeopleSoft Financials Core System. 

2. In the menu, select eProcurement.  

3. Select Requisition. 

4. Select the GAFIRST Marketplace link. 

5. In the GeorgiaFIRST Marketplace, select the Shopping Cart icon. 

6. Select the My Carts and Orders link. 

7. Select the View Draft Shopping Carts link. 




































































































































































































