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eProcurement , Pcard, and Catalog
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• Overview of Super User Role and 
Responsibilities

• Common Issues in Team Georgia Marketplace

• Updates and Problem Solving
– eProcurement

– Virtual Catalog

– Requisition to Purchase Order

– Pcard

Agenda
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Overview
• One Year +

– Team Georgia Marketplace™ is celebrating the completion of one year 
of post pilot deployment waves which includes 12 agencies, 
approximately 3200 users, and  nearly $1.4 billion captured in 
addressable state spend. Great job everyone! 

• Super User Program
– Super Users were trained before other users, along with agency trainers, 

to learn module details and to have the time to prepare for Go Live as 
the first line of support. Their support has been referred to as Level 0. 

– DOAS would like to enhance the super user program to maximize its 
benefits to the agencies. Our goal is to assist your agency  create and 
sustain a vibrant super user/Level 0 program that meets the needs of 
your users. 
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Agency Super Users 
• Provide rapid access for agency users to Super 

User expertise

• Assist users to avoid problems before they 
occur

• Monitor and communicate issues and 
solutions to all users

• Train new users on agency business processes 

Benefits from Super User Program
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Presenter
Presentation Notes
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• Provide support to agency users in his or her 
field of expertise.

• Answer agency user questions and solve 
problems when possible.

• Be the conduit between the agency and the 
Help Desk.

• Share solutions with agency users.

Roles and Responsibilities
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• Knowledge of Agency Business Processes

• Strong experience in the business processes 
they are going to support

• Ability to use Team Georgia MarketplaceTM

• Ability to help users with processes and 
problem solutions

• Interest in helping others to succeed

• Time available to coach other users

Attributes of Super Users 

6teamgeorgiamarketplace.ga.gov



TM

• Ad hoc classes in all modules

• Updates and webinars specific to Super Users

• Emails with communication on important 
information for their modules

• Monthly report on agency issues

• Please send other suggestions to Licia Duryea: 
lduryea@sao.ga.gov

Support for Super Users
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• Our User Group meets
– the third Tuesday of the month

– 2:00 – 4:00 PM

– Room 1816A

• If you would like an invitation to the User 
Group, please contact Licia Duryea: 
lduryea@sao.ga.gov

User Group Meetings
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Requisition Naming Convention 
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Presenter
Presentation Notes
 Advise Requestors to add their origin number at the beginning of the Requisition Name. This will help your agency buyers determine if they are responsible for Sourcing that requisition.
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Requisition Workflow
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Presenter
Presentation Notes
Why did my requisition escalate to a State Purchasing Department (SPD) Buyer for approval?Requestor did not check the “Authorized DPA” box.The Authorized DPA box should always be checked if the item(s) requested are going to be sourced to an RFQ.  For any item(s) that will be sourced using an RFP event, the “Authorized DPA” box should not be selected.  If the amount exceeds the agency DPA for an RFP, the requisition will automatically route to the appropriate SPD buyer for approval or sourcing.If your requisition has routed to SPD and should not have, the requestor can edit the requisition and check the “Authorized DPA” box. In this case requisition approver workflow will start over without escalating to SPD Buyer.
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Using PCard on Requisition

12teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
Why  did my requisition split into two separate Purchase Orders? The first possibility is that the requestor added a line(s) to an existing requisition that used PCard as method of payment, but did not check the “Use Procurement Card” box on the new line(s). Recommendation: Advise the Requestor to select “Use Procurement Card” when adding a new special item to existing requisitions.Buyer has to cancel the PO, select “Yes” to resource requisition Go to “Requisition Selection” page Select requisition linesClick Stage InformationSelect Card Click Save to source the requisition to PO 
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Vendor Location
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Presenter
Presentation Notes
Why  did my requisition split into two separate Purchase Orders? Other possibilities include:Requisition Vendor Location is different (000001 and EDX)Buyer did not select all requisition lines when staging the requisition to a PO on “Requisition Selection” page  Recommendation: Use only one location for all requisition lines
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Vendor Location
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Presenter
Presentation Notes
Notice Requisition line 1 the Vendor Location is 000001
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Vendor Location
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Presenter
Presentation Notes
Notice Requisition line 2 the Vendor Location is EDX, as  a result the Requisition will split to two POs unless Requestor/Buyer changes vendor location to one of the two locations.
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Non-Catalog Items
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Presenter
Presentation Notes
Why are some/all of my requisition line(s) not pulling out to be sourced to a PO?One or more lines are $5000 or more and the line(s) are not created using the Virtual Catalogs, so the line(s) “RFQ Required” box is checked.Recommendation: Determine if you need to have an RFQ for a requisition of $5000 or more.  If not, advise requestor to edit the requisition and uncheck the “RFQ Required” box.
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Non-Catalog Items
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Presenter
Presentation Notes
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Ad hoc Approver
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Presenter
Presentation Notes
I wanted to insert an Approver to my Requisition, but I can’t!!!!Ask requestor to edit the requisition then Click “Save & Preview Approval” button when they wish to add ad hoc approvers, then Click Submit.
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• Team Georgia Marketplace™ Integration

• Catalog Types

• Virtual  Enhancements

• Resolving Virtual Catalog Issues

Virtual Catalog Overview
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Team Georgia Marketplace™ 
Integration
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Presenter
Presentation Notes
What systems make up Team Georgia Marketplace™?PeopleSoft (Oracle)Virtual Catalog (sciQuest)Various Suppliers

http://www.staples.com/�
http://www.hdsupply.com/default.asp�
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• Hosted, Forms, Instructional & Punchout

Catalog Types

22teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
What are the types of catalogs and how can I search for the items I need?The four (4) major catalog types are Hosted, Forms, Instructional and Punchout.  Hosted, Form and Instructional items can found by utilizing the Basic and Advance search functions; forms can also be accessed directly from the “forms” tab.  To better direct you to the catalog hosted by the suppliers, direct Punchout links can now be found on the main shopping page.
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• Product Search Engine Improvements
1. Part Number Searches (also known as SKU or Catalog number):

o Exact match has been enhanced to better prioritize search results.
o Simple Search now returns similar results to searches performed in the 

Part Number (SKU) field in Advanced Search
o A begins with partial part number match returns closest matching results
o All part number string components must be present for the item to be 

returned

Virtual Catalog Enhancements
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Presenter
Presentation Notes
Areas of Focus:Improve the quality of results returned for user/shopper’s searches.Definitions behind the “best match” result have been reviewed and improved. Changes should be seamless to your end-users, however, users may identify the enhancements made to the results received from the following types of searches performed:Part Number searches (also known as SKU or Catalog number):  Exact match to catalog or manufacturer part number is prioritized in search results.A partial match on part number returns closest matching or similar results (this is a “begins with” match). “123” would return “123”, “123ELO”, and “123-456”If multiple strings of text are entered (i.e. “123 456 789”) then all components of that string must be present in the part number for the item to be returned. For example if “123 456 789” is entered into Product Search, the part numbers “123-456-789” and “123-456-789-000” would be returned, and “123-456” would not.
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• Product Search Engine Improvements
2. Keyword Searches:

o Singular/plural entries return similar results

o Searches containing special characters, such as hyphens, spaces, etc., 
return similar results

o Differing UOM/Product Size syntax entries return similar results

o Misspelled search entries return more relevant results

3. Relevancy of returned items:  

o Irrelevant items in search results have been significantly reduced.

o The “Include Similar Terms” option is no longer required.

Virtual Catalog Enhancements
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Presenter
Presentation Notes
Keyword Searches:Plural Word Searches –This functionality also applies to searchable keywords on contracts, contract forms, contract items, suppliers, favorites, and forms (i.e. if a shopper searches for “latex-free gloves” or “latex-free glove” the results will contain both the singular and plural results in the same weight class).Searches containing or not containing hyphens, spaces, and other miscellaneous characters – Entries differing by included/excluded characters (i.e. TOF1234 vs. TOF-1234) return similar resultsProduct Size Searches – Differing UOM syntax entries (i.e. 100 ml vs. 100ml) return similar resultsMisspelled  search entries – For example, misspelled “dispensirs” will return “dispensers” or “dispensing” (et al) in the resultsNote:Due to the behind-the-scenes enhancements to the product search engine, the “Include Similar Terms” option is no longer required for returning relevant or similar search results. Therefore, the option to turn this feature on/off has been removed throughout the application.  Advanced Search:  In advanced search, the preferences link has been removed and the Hide Advanced Search on search results option has been directly placed on the Advanced Search window.  Current settings will not change with the 10.2 promotion to the production environment.
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• Additional Search Filter
o Shoppers can now also filter product search results by Manufacture 

Name

o Shoppers can now select multiple filter values within Filter Results 
on the Product Search Results page

• Product Search Results > Filter Results > filter icon

= Allows the user to select multiple filter criteria

= Allows the user to remove the selected filter criteria

Virtual Catalog Enhancements
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Presenter
Presentation Notes
Filters only on Manufacturers that are checkedShows the 15 results that match the manufacturers selectedClick Remove Filter icon to go back to previous results
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• Price File Schedule 
– Schedule Overview

– In-Flight Requisitions/Purchase Orders

• PO Distribution Issues
– Non-Catalog Item Orders

– Address Issues

– Escalation Process

Resolving Virtual Catalog Errors
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Presenter
Presentation Notes
Price File Schedule: File submission schedule in place for all hosted catalogs Scheduled to occur quarterly at most Supplier must submit their fields 1 month in advance to allow for DOAS approval and sufficient notification Finalized schedule to be posted by July 30th in the Org Message Suppliers to give advanced notification of SKU changes or discontinued itemsIn Flight Requisitions/Purchase Orders Items sourced from the Virtual Catalog MUST be distributed before the catalog refresh to prevent PO Distribution errors and delays
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PO EDX Dispatch
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Presenter
Presentation Notes
Why hasn’t my EDX PO dispatched to the supplier?  The PO is for Staples and the PO Approved/Valid and the dispatch method is EDX.This is often caused copying the requisition from an existing sourced requisition using “Manage Requisition” page.  In order to correct this, the PO must be canceled and the requestor needs to create a new requisition selecting the items from the virtual catalog or from favorites within the virtual catalog site.To prevent this from occurring, requestors should never copy existing requisitions that contain virtual catalog items using the  “Manage Requisition” page.   



TM

PO EDX Dispatch
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Presenter
Presentation Notes
I created SWC requisition using Virtual Catalogs , but when PO was created the dispatch method was print. Why did this happen?Reason: Buyer did not use “Requisition Selection” page to stage the Requisition to a PO. Recommendation:Advise Buyer to change vendor location to EDX, change PO type for SWC requisition to “CON”, and leave dispatch method as “EDX” for Virtual Catalog requisition.- Always use “Requisition Selection” Page to stage Requisitions to POs-Leave dispatch method as “EDX” for Virtual Catalog requisition
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PO EDX Dispatch
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Dispatch Non-Catalogs Items

31teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
Why can’t I dispatch my PO that was created as Special Items/Non- Catalog item Requisition?Advise Buyer to change the PO dispatch method for the Non- Catalog item requisition to “Print/Fax/Email/Phone.”
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Using PCard On PO 

32teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
Why I can’t use my PCard on the PO?Reason:Requestor/Buyer did not select a PCard number before source Requisition to PO.Recommendation:Buyer has to cancel the PO, select “Yes” to resource requisition Go to “Requisition Selection” page Select requisition linesClick Stage InformationSelect Card Click Save to source the requisition to PO Always ask users to use PCard as method of Payment on the requisitions and Purchase Orders, since Buyers have the option to not to use the PCard on POs.
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PO DOC TOL Error

33teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
I received a Document tolerance errors on my Purchase Order.Reason: The buyer may have tried to Budget Check the  PO before PO Status is set to Approved.Recommendation:Buyers should Approve the PO, then Budget Check.  The PO Document Tolerance status will change to a Valid.
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PO Change Order
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Presenter
Presentation Notes
My Purchase order was dispatched with catalog items from one of the State Wide Contract (SWC) suppliers.  When I received the order,  some items were charged at a lower or greater amount than was on the original Purchase Order that dispatched.  Can I adjust my PO?Yes, the buyer needs to create a change order and add an additional line(s) to the PO to reflect the changes as outlined below: For the additional items or cost, the buyer needs to add a line to the Purchase order for the difference of the quantity or amount. For less items or cost, the  buyer needs to add line(s) for the total quantities/amount received then cancel the original line(s).



TM

PO Change Order

35teamgeorgiamarketplace.ga.gov



TM

Printing PO
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Presenter
Presentation Notes
How can I have a hard copy of my PO?From “Add/Update PO” page, click “View Printable Version” linkClick “Reporting Tools” on the MenuClick “Report Manager”Click “Administration” tabClick on “PO Dispatch/Print” linkThe PO PDF file will open, Click Print  
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Printing PO
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Close/Cancel PO
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Presenter
Presentation Notes
I can’t Cancel/Close my PO!Check or ask Buyer if he/she closed/canceled all PO lines, if YES, advise the buyer to follow these steps:Add a line for $0.01 Add chartfields Approve & Budget Check POGO to GA Reconciliation Workbench pageClose the POPO will close when overnight batch runsAlways ask Buyers to Cancel/Close the PO at the header level. If they want to Close/Cancel all the PO lines, they can do so by using GA Reconciliation Workbench page. 
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PCard Reconciliation

39teamgeorgiamarketplace.ga.gov

Presenter
Presentation Notes
How can I link a PO paid by PCard to a transaction?System will split the Pcard transaction if the total the amount on the PO matches the total amount on the transaction and if you enter the PO before the transaction loaded to PeopleSoft. Follow these steps when splitting a transaction:Split transaction before adding comments and attachments if you are attaching more than one file or commentSplit the transaction by PO linesDon’t change chartfields if you will be linking transaction to POLink the transaction line to the PO line by using “Purchase Detail” linkDon’t close or cancel PO’s related to open PCard transactions
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PCard Reconciliation

40teamgeorgiamarketplace.ga.gov



TM

– Add new PCards to the system ASAP

– Update PCard expiration date

– Never delete PCards from the system 

PCard Administration
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Presenter
Presentation Notes
It is essential that Agency PCard Administrators keep all agency PCard information up to date. Delay of updating the PCard will prevent Requestors and Buyers from using their PCards when creating Requisitions and/or Purchase Orders.In any case, Agency PCard Administrators are prohibited from deleting PCards of the system. The PCard can only be set to expired!  
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If you have more questions after this 

presentation, please contact 

DOAS Help Desk

404-657-6000

Questions?
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