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In order to access ePro please do not click on the GFM Shopper Access Tile ς you will 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.  

     

A new menu displays.  Please note that you will be accessing eProcurement, but if you do not know the 

ǎǳǇǇƭƛŜǊ L5 ǇǊƛƻǊ ǘƻ ŜƴǘŜǊƛƴƎ ȅƻǳǊ ŜtǊƻ ǎǇŜŎƛŀƭ ǊŜǉǳŜǎǘ ǊŜǉǳƛǎƛǘƛƻƴ ȅƻǳ Ŏŀƴ ǳǎŜ ǘƘŜ Ψ{ǳǇǇƭƛŜǊǎΩ aŜƴǳ ǘƻ 

look it up.  

[ŜǘΩǎ Ǝƻ ǘƻ ŜtǊƻŎǳǊŜƳŜƴǘ    

  



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

  

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 contract) or enter a special request 

requisition.  

  

 

Creating Georgia First Marketplace Requisition 

Click on the GAFirstMarketplace link. 

 



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 punch-out site. In addition, you can look up statewide contracts 

by clicking on the contracts link below the search bar.   

[ŜǘΩǎ ǇǳƴŎƘ ƻǳǘ ǘƻ {ǘŀǇƭŜǎΦ 

 

[ŜǘΩǎ ƭƻƻƪ ǳǇ ŎƻǇȅ ǇŀǇŜǊΦ  ¸ƻǳ Ŏŀƴ ŜƛǘƘŜǊ ŎƭƛŎƪ ƻƴ ǘƘŜ ōƻȄ ŘƛǎǇƭŀȅŜŘ ƻǊΥ  

 

Not every item is cheaper on this contract site ς do due diligence and compare prices especially for 

toner.  Selecting a larger quantity will not guarantee better pricing:  



  

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

 

{ƻ ƭŜǘΩǎ ǎŜƭŜŎǘ ǘƘŜ ŎƻǇȅ ǇŀǇŜǊ ŀƴŘ ǘƘŜ ŀŘŘƛƴƎ ƳŀŎƘƛƴŜ ǇŀǇŜǊ ŦƻǊ ǘƘƛǎ ƻǊŘŜǊΥ  



 

 

[ŜǘΩǎ ƛƴŎǊŜŀǎŜ ǘƘŜ ǉǳŀƴǘƛǘƛŜǎ ŀƴŘ ǎǳōƳƛǘ ƻǊŘŜǊΦ  

 

Once reviewed and you are ready to submit ς click proceed to checkout. 



 

You are done on the punch-out site but you have not issued a requisition yet ς ƭŜǘΩǎ Řƻ ǘƘŀǘ ōȅ ŎƭƛŎƪƛƴƎ 

ǘƘŜ ΨLǎǎǳŜ wŜǉǳƛǎƛǘƛƻƴΩ ōǳǘton. 

 

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

ƛƴŦƻǊƳŀǘƛƻƴΦ  bƻǊƳŀƭƭȅ ȅƻǳ ƘŀǾŜ ōŜŜƴ ǎŜǘ ǳǇ ǿƛǘƘ ŀ ŘŜŦŀǳƭǘ ŀƴŘ Ŏŀƴ Ƨǳǎǘ ŎƭƛŎƪ Ψ{ŀǾŜ ŀƴŘ {ǳōƳƛǘΩ 



 

You can follow up on your requisition by checkiƴƎ ΨaŀƴŀƎŜ wŜǉǳƛǎƛǘƛƻƴǎΩΥ 

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

 







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













