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GeorgiaFIRST Financial Website Pagelets GFM Shopper Access

In order to access ePro please do not click on the GFM Shopper Accesgotilsill be a requester and

you will not be able to create a requisition from the shopper tile. Please note the circle in the upper right
hand corner of the screen. Once you click on it the NavBar displays. Now proceed in clicking the
Navigator Link.
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NavBar: Navigator

Employee Self-Service >
Manager Self-Service >
L |
. Suppliers >
O |
) a My Favorites.
Recent Places Purchasing >
A eProcurement >
£ Navigator
—
) _ Travel and Expenses >
My Favorites :l=-
Classic Home Billing >
E Accounts Receivable >
Navigator N = t
avigator Accounts Payable >

A new menu displaysPlease note that you will be accessing eProcurement, but if you do not know the
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look it up.
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NavBar: Navigator
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43 eProcurement

Buyer Center >

Requisition

Ahae Manage Requisitions
Manage Requisition Approvals
Navigator
Receive Items
i

Procurement Card Center
Classic Home

Reports



In order to create a requisbn ¢ click the requisition button. The following screen will appear:

New Window | Help | Personalize Pay

Create Requisition

Welcome Burns,Barbara 5
@ Home  MyPreferences 88 Requisition Settings | B 0 Lines o
Reguest Options - search | Al v Search Advanced Search
fErg:frﬁz?:lmﬁ’;mz:;;ﬁiz‘ @ Web : Express Item Entry {_: Special Requests
begin creating your requisition. Browse Supplier Websites Create an Express Requisition Create a non-catalog request

GAFirstMarketplace

[2 Forms ; Favorites | Templates
K §
Create and Submit Forms Browse Favorite ltems and Browse Company and Personal
Services Templates

Custodial Services WR Year 1.

Q-"‘ ePro Services 71 Recently Ordered
¢ . @ | y order
Request Services View recently ordered items and
services
Fixed Cost Service Business Cards - Dian Mitche..
Variable Cost Service Freight
Time and Materials Transcript paper with global..

Agency Dues - NIGP
Outdoor Yard Slgns-3 I<inds-...
More

You can create your favorites and templates, but for the most part you will either create a Georgia First
Marketplace Requisition (supplies purchased from a statewide contraet)ter a special request
requisition.

:’ Web

Browse Supplier Websites [E Special Requests
GAFirstMarketplace Create a non-catalog request

Creatng Georgia First Marketplace Requisition

Click on the GAFirstMarketplace link.

< Employee Self Service
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shog Shop > Shopping

Shop | Everything v [ Go |
Gotor scvarced search | s | quek order Browse: zuppber | categanes | contrs
Welcome to the GeorgiaFirst Marketplace! + Georgia Preferred Suppliers
Al training videos and ion for gi may
be accessed here: [SEF 1 NG
http://www.usg.edu/gafirst-fin/training/epro_georgiafirst marketplace
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Here you can punch out to the supplier website by clicking on the respective tile or search catalog items
of supplier products that do not have a puncht site. In addition, you can look up statewide contracts
by clicking on the contracts link below theasch bar.
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SelectSite PunchOut

ETA'Z"EAS,NQ SOG-SPD0000103-0001 e $0.00
Review Cart (0)
[, SEABCh Q ‘ %i?;vasgmss - g:Ir(J:EKn v L%?? - \r;%:aomm

fumniture upgrades =

upgraded performance

Set your team up for success with spaces that improve productivity.

RECOMMENDED FOR YOU

A
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STAPLES $0.00
Business Advaniage  SOG-SPD0000103-0001 w
Review Cart (0)
hammermil | BROWSE QuIcK YOUR YOUR
——— Q CATEGORIES ©  ORDER *  LISTS ~ DASHBOARD *
PRINT AS PDF & PRINT

"Hammermill Copy Paper" (s iems found)

Related Searches: na VIEW RESULTS BY: =

SHOW ONLY: [_] RECENTLY PURCHASED v SORT BY: BEST MATCH ¥

Save more with Staples Brand Products

Fl# | |% |5 %]+

Not every item is cheaper on this contract sjtdo due diligence and compare prices especially for
toner. Selecting a larger quantitill not guarantee better pricing:



Home / Paper & Stationery / Paper & Stationery /  Paper & Stationery /  POS Paper

< Back

Staples® Adding Machine Roll Tape, 2 1/4"W x 150'L, 1/Rl

Staples ltem # 531178 | MFR ltem #18303CC | Customer ltem #531178

Brand Name/Manufacturer: Staples

$O1 5 RL/A '@ Add to List
(@) Delivery
] Bl -

.

So one roll costs 15 centsyou would be paying 91 cents per roll if you select the dozen.

= sHOP Account Number: 1062004ATL esq
STAPLES
Business Advantage ~ 9QG-SPD0000103-0001
‘ SEARCH Q | BROWSE QuICK Y
CATEGORIES ~ ORDER ~ L
Home Paper & Stationery Paper & Stationery Paper & Stationery POS Paper

SE;pIes® Single-Ply Point-of-Sale/Calculator/Cash Register Rolls,
2.25"W x 150'L, 12/Pk

Staples Item # 492005 | MFR Item #18301CC | Customer ltem #492005

Brand Name/Manufacturer: Staples

$1091 Dz/12 £ Add to List

(®) Delivery - w
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o Added to Cart

Staples® Adding Machine Roll Tape, 2 1/4"W x 150°L, 1/RI

Customer ltem # 531178 Staples ltem # 531178  MFR ltem # 18303CC

1@3015RL7  lem total: 30.15

¢ Employee Self Service

Review & Checkout

Continue Shopping

SelectSite PunchOut

STAI

Business Advantage b Q CATEGORIES ~
My Cart
Items for Delivery

Remaove
Hing Machine Roll Taps, 2 1/4"W x $0.15 AL |
. Remaove
Ciear Cart Updats Cart s
TOTAL

W Shop > My Carts and Orcers &
a -
Shopping Cart
p Name this cart:  2018-05-03 BBURNS 02
m
b Have you made changes? | Update 81 Help
;- Staples
m Fulfillment Address 1 | Edit
& 3040 Route 50 North, N Saratoga Springs, NY 12866 US
The itemys) in this group was retrieved from the supplier’s website.
You can no longer access this itemis) on the supplier's website. W his mear
Line(s): 1,2
Product Description
Staples Adding Machine Roll Tape. 2 1/4"W x 150°L. 1/RI
&
Part Number
Manufacturer Info  1830:
Contract
Hammermill Copy Plus Copy Paper, 8-1/2" x 117, 92 Bright, 20 LB, 10 Reams of 500 Sheets
o
Part Number 122374
Manufacturer Info  105007CT/27061 - INTERNATIONAL PAPER)
Contract 99999-001-5PD0000103-0001
Offce supplies
Have you made changes? | Update
o0

QuIcK YOUR YOUR
ORDER ~  LISTS ~ DASHBOARD ¥
Print as PDF
Sublotal $28.23
TOTAL $28.23
$28.08

Barbara Burns ¥

*

4/ Continue Shopping 2ltem(s) for a total of 281.70

Empty Cart | | Create New Cart v Selectall
Unit Price Quantity Total
015 6 0.90
RL
Update
More Actions |+
28.08 10 280.80
p=
Update
Mors Actions |+
Vendor subtotal 281.70

2ltemis) for a total of 28170

Proeed o Ceckout R Asioncar |

Once reviewed and you are ready to submdlick proceed to checkout.



< Employee Self Service
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& All done! The required information has been completed 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

General
Cart Name

2018-05-03 BBURNS 02 edit

Business Unit Middle Georgia State University (83000)

Vendor / Line Item Details

Staples

Fulfillment Address 1 Edit

3040 Route 50 North, N Saratoga Springs, NY 12866 US
The

) in this group was retrieved from the supplier's website.
You can no longer access this itemis) on the supplier's website, W
Line(s): 1, 2

Product Description

Staples Adding Machine Roll Tape, 2 1/4"W x 150°L, 1/RI -
Manufacturer Name

TST Impreso Commadity Code

You are done on the punetut site but you have not issued a requisition get S (i - (
0KS WL&aadzS tmSlidAaridArAzyQ

< All Request Options

Checkout - Review and Submit

Review the item information and submit the req for approval

.
Requisition Summary

Business Unit 83000 @ MIDDLE GA STATE UNIVERSITY

“Requester [BBURNS @, Burns Barbara

“Currency USD

Cart Summary: Total Amount 281.70 USD
Expand lines to review shipping and accounting details
Requisition Lines

Line  Description Item ID

Supplier Quantity
1 @ Staples Aading Machine Roll Staples 5.0000
Ta
2 @ Hammermil Copy Plus Copy Staples 10,0000
Pape
Select All/ Deselect All Select lines to: [% Add to Favorites 8l Add 1o Template(s)
Shipping Summary
# Editfor All Lines
ship To Location MACON
Address Middle GA State University
100 University Parkway
Macon, GA 31206
Attention To Burns Barbara
Comments

Comments and

Enter requisition comments

- 2
)
For ed fine items| Add to Favorites L - |
Contract 99999-001-SPD0000103-0001
Catalog No Size / Packaging UnitPrice  Quantity Ext. Price
531178 RL 015 6RL 0.90 USD edit

Machine and Calculator Paper

UQa R2
o dzii

hecko Review and Submit

My Preferences Requisition Settings

Requisition Name.

Priority [Medium v

4 Addmoreltems

uom Price

Total Details Comments Delete
Roll 0.1500 0.90 B QO Add i
Carton 28.0800 28080 By O agd i

T Delete Selected {Z,Mass Change

Total Amount 281.70 USD

')

Send to Supplier

Show at Receipt

Shown at Voucher

4

A ks Cammants and Attarhmants

On this screen we can edit the ship to location, the attention to and the accounting/expense chartfield

AYT2NYEGA2Y ®

b2NXI e

82dz Kt 08 088y asi

z

dzLJ g A UK



You can follow up on your requisition by chgtd Wal yI 3S wSljdzZAaA A2y aqQy

Click back to the NavBar and Navigator, eProcurement and Manage Requisitions











http://ssl.doas.state.ga.us/PRSapp/PR_nigp_list.jsp?whereFrom=public



















