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Chapter 1
Introduction to Panther Mart and Contact Information

Panther Mart is Georgia State University’s new online catalog and ordering e-procurement program. This program
will allow users to easily comparison shop online for contract items from state and institution suppliers, create
electronic requisitions, and submit these requisitions for approval and create receipts for goods.

This is made available by seamlessly integrating SciQuest’s or Higher Markets catalog and invoicing functionality with
our PeopleSoft Purchasing module. This user friendly application allows for quick and easy order placement, improved
expense management and greater flexibility for purchases at year end.

Benefits of Panther Mart:
Online browsing and shopping for items
Comparison shopping
Greater Flexibility for yearend purchases
Improved expense management

Contact Information for Panther Mart:
Purchasing Office: (404) 413-3150
Accounts Payable (404) 413-3040
Spectrum Office: (404) 413-3034
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Roles and Overview of the Panther Mart Process
Roles for Panther Mart

= Shoppers: Shoppers select items for purchase and send it to a Requestor to enter payment information. All

employees can shop in Panther Mart.

- Requestors: Requestors enter payment and workflow information, and then submits the cart for processing.

- Approver: Approvers are notified about all purchases for their department or project. Approval will be required
for some purchases (for more information please see rules on page). In some cases the Requestor
will also be the first approver.

General Panther Mart Process

Step 1. The Shopper or Requestor selects items for purchase and places them into shopping cart.

Step 2. The Requestor enters the chart field information and submits the purchase into workflow for approval. The
shopping cart changes to a Purchase Requisition once submitted for processing.

Step 3. The system automatically completes a budget validation to determine if the chart field information is valid and
if there is enough money for the purchase. The system will not encumber the funds at this point. If the
purchase requisition does not pass budget validation it will be returned to the Requestor. The requestor will be
notified by email if the purchase is returned.

Step 4. If the purchase requisition passes budget check, it will notify the department or project approvers. Some
purchases will also need approval from the approvers and purchasing. For more information about rules please
see page 4.

Step 5. Once the purchase requisition has completed the necessary workflow, the system automatically completes
another budget validation. If funds are available in the budget, the requisition is turned into a purchase order.
The purchase order is sent to the supplier and a background process sends the purchase order into PeopleSoft
Financials. The purchase order is budget checked in Financials and funds are encumbered.

Step 6. When the items are received in the department, generally the requestor will receive the goods in Panther
Mart. In order for a supplier to be paid, the items must be marked as received in Panther Mart.

Supplier Type: There are three supplier types in Panther Mart

1. Statewide Contract: Suppliers have been awarded a contract for specific items from the State of

Georgia. The Statewide Contract suppliers will have a hsymbol.
2. Agency Contract: Suppliers have been awarded contract for specific items from the Board of Regence

or Georgia State University. The Agency suppliers will have a m symbol.

3. Open Market Supplier: Any supplier that does not have a Statewide or Agency Contract.
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Panther Mart Workflow Routing Rules

A. All Purchases on Contract with total under $3,000.00
- Department/Project Approvers notified
- No approvals needed

B. All Purchases from Open Market with total under $3,000.00
- Department/ Project Approvers will approve
- No other approvals needed

C. Purchases between $3,000.00-$24,999.99 (no single item greater than $2,999.99)
- Department/ Project Approvers will approve
- No other approvals needed

D. Purchases between $3,000.00-$24,999.99 (at least one item greater than $2,999.99)
- Department/Project Approvers will approve
- Purchasing will approve
- Central Receiving will be notified to tag item

E. Purchases over $24,999.99 (no single item greater than $2,999.99)
- Department/Project Approvers will approve
- Purchasing will approve (on Open Market purchases only)

F. Purchases over $24,999.99 (at least one item greater than $2,999.99)
- Department/Project Approvers will approve
- Purchasing will approve
- Central Receiving will be notified to tag item

G. IT and Software related Purchases over $24,999.99
- Department/Project Approvers will approve
- Purchasing will approve
- Central Receiving will be notified to tag item if necessary
- ITPR form must be completed

1. There are 2 Approvers for Department workflow and 3 approvers for Project workflow. When a cart has both
department and project speed chart use Project workflow so Pl can approve.
2. URSA will be notified of certain chemical purchases. All rules listed above apply to this purchase.
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Chapter 2
Accessing Panther Mart

Step 1: In the web browser type: www.panthermart.gsu.edu

Step 2: To log in enter Campus ID and Password and select Sign In. Note: Campus ID will be all Capital Letters.

$»

GeorglaState PANTHER MART
’emlt)‘ FINAMCE & ADMINISTRATION

SIGN IN

Flease enter your user name and password below to access the application.
These fields are case-sensitive.

Campus ID | |

Password | |

profile

Shop [Everything v A&&J SineadSagich J

Go to: favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

Action Items ? Hosted Suppliers 7
=] My Orders
TroxXell
No current nor recently completed orders i c ae888 »
March 20% dizc K- Agiost Tochastagles assee Bp&LqN'a!}E h..—'m-

an headphones

Welcome to Panther Mart!

This area can be used to link Foime broves =l 2
to training material, provide : =
information about SU{]{JHEI’S |£| Payment Request |z Change Order Request |=| Travel Authorization

-

and instructions on how to
order special products.

Punch-out ?
Lab Supplies

® 5% bfe b

Office/Computer

DeiL il L7

Office Supplies
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Chapter 3
Shopping for Items in Panther Mart

In Panther Mart there are three ways to purchase items. Items can be purchased using a Hosted Catalog, Punch-out
Catalog or Non Catalog.

e Hosted Catalog contains items and prices stored directly in Panther Mart.

e Punch-Out Catalog directs a shopper to a supplier’s website site set up for Georgia State University to shop for
items. Once the items are selected from the supplier’s website they will be placed in the shopper’s cart in
Panther Mart. Many of the punch-out suppliers market products that have optional or configurable
requirements.

e Non Catalog page can be used to purchase items that are not found in a hosted or punch out catalog. Items can
be from a Statewide Contract, Agency Contract or an Open Market Supplier.

I. Hosted Catalog Shopping:

Step 1: Select the Home / Shop tab in the top left corner of the page. Then select the Shop tab below.

Step 2: Enter a brief description in the search field and select Go.
Note: To narrow the results select a drop down category next to the search field, use the advanced search button or
select a supplier from below.

E UNIVERSITY

Christina Stark __profile | logout

ql: l settlement
STEP 2
Sho Everything ~| pipe Go | ) aduanced search
STEP 1 C P .Go|
Go te: favorites | forms | non-cataleg item | quick order Browse: suppliers | categories | contracts | chemicals
Action Ttems e Hosted Suppliers E
(=] My orders
Requisitions
3 >
Returned (1) Troxell r—— s3am Eﬂg!‘qu‘LNf p..!:.,. .
Pending (1) ’

Recently Completed (2)

A list of items meeting the search criteria will appear below. To narrow the results select a filter on the left panel.

GEOR ATE UNIVERSITY =
Christina Stark _profile | logout

Product Search - All

home/shop

settlement

Shop |Everything ~| pipe Go | advance d seard h J
Go to: favorites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals
Results for: Everything : pipe Showing 1 - 20 of 4000+ results What doss "+" mean?
Add Keywords 3 Results per page [20 & Sort by: [ Best Match [a]Page[1 ™|ofz200[r] 2
'Suction Pipe from Perkin Elmer LAS, Inc.-043361624 150.00 usco
Part Number BOO57340 EA
Manufacturar Info BOOS7340 - (ParkinElmar)
Y Add to Cart | ¥
Filter Results =
add favorite | compare
Where are my counts?
By Product Flag 21285 Vent Pipe p/T Sensor M50 from Perkin Elmer LAS, Inc.-043361624 34.00 usc
s Part Number M2142520 EA
Manufacturer Info NZ142520 - (PerkinElmer) 3 Add to cart | v |

By Supplier

=2dd favorite | compars
FISHER SCIENTIFIC-
232942737 &

SELFLOCK NYLON PIPE HANGER from Perkin Elmer LAS, Inc.-043361624 7.00 uso

Parkin Elmar LAS, Inc.- Pt P 5
0a3361624 it iffirbin , T s

O Al G Manufacturar Infe 8454057 - (ParkinEimar] 1]

WW GRAINGER INC.- = add favorite | compare

361150280 By

Optional: To find out more information about the product select the item name. A new window will appear with
product information and a drop down to add to cart or add to favorites for easy selection later.

Suction Pipe
Supplier Perkin Elmer LAS, Inc.-043361624 Preferred oooooL
Part Number BO057340 lacation gzzi‘\.gjlplir::;"n‘:
Manufacturer Name PerkinElmer Price 150.00 USD
Manufacturer Part Number BOOS57340 Quantity 1
Syst=m Packaging = ((2dd To Active Cart v|@
L

~6~
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Step 3: Choose an item and enter the desired quantity and select Add to Cart.

Shop [Everything ~| pine iGoll advance 4 saard h J

Go to: favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemic:

Results for: Everything : pipe Showing 1 - 20 of 4000+ results what d.
Add Keywords 2 Results per page [20 ¥ Sort by: [ Best Match -

- Suction PIDe from Perkin Elmer LAS, Inc.-043361624
E0057340
M= rar Info 20057340 - (PerkinElmer)
Filter Results B =

Where are my counts? ’
21285 Vent Pipe p/T Sensor M50 from Perkin Elmer LAS, Inc.-043361624 STEP'3 34.00 uso
EA

1 _Add to Cart | v

By Product Flag
Green A

By Supplier y A 2dd faverite | compare

FISHER SCIENTIFIC-
2oesiasym SELFLOCK NYLON PIPE HANGER from Perkin Elmer LAS, Inc.-043361624 7.00 uso
DQ‘B"BE{E;L‘::S T Part Humber > Ea
A T Manufacturar Info 8454057 - (Parkinglmar) 5 - —
i =cd faverits | compars

When an item is placed in the cart, it will be noted below the item and at the top right of the screen (see picture below).
To continue shopping enter another description in the Search field or select the Home/Shop tab to select a supplier.

Step 4: Continue to the shopping cart for review and purchase. Select the cart symbol at the top right of the screen.

| =¥ 2012-04-11 CSTARK1 01 | 2 item(s), 200.00 USD 1

Shop |Everything ~| pipe Go | adusnce d s=arc| h J

Go to: favorites | forms | non-cataleg item | quick order  Browse: supplicrs | categories | contracts | chemicals

Results for: Everything : pipe Showing 1 - 20 of 4000+ results  what doss "=" mean? s
Add Keywords ? Results per page [20 (% Sort by: [Best Match ~ [#] Page [1 ™| of 200 [x] | 2
- Suction Plpe from Perkin Elmer LAS, Inc.-043361624 150.00 usc
BO0O57340 EA

B00S7240 - (ParkinElmar)

2

Filter Results 2 == faverits | com)

Where are my counts?

By Product Flag

Note: If the item has “Order From Supplier” listed instead of a price (as shown in the picture below) the item can be
bought using the supplier’s Punch-Out website. For more information please see Punch-Out Shopping on page 8.

Christina Stark _profil

document |

ity settlement | profile

home/shop favorites

settlement

Shop |Everything ~| stapler Go| =dvanced search J

Go to: favorites | forms | non-cataleg item | quick order Browse: suppliers | categories | contracts | chemicals

Results for: Everything : stapler Showing 1 - 20 of 3219 results 5
Add Keywords ? | Results perpage |20 v Sort by: | Best Match v [4] paga[1
Go Stapler Roofing from WW GRAINGER INC.-361150280 Order from Supplier 2
[l X Part fumber svF12 EA
Manufacturer Info 43852R1 - (STAHLEY BOSTITCH) add favorite | compare
Filter Results ] ™
By Product Flag largerimage

Step 5: Review the items listed in the shopping cart, make any needed updates and then Select Proceed to Checkout.
A. To make updates to the quantity, enter the desired quantity and select update.
B. To make the cart easier to find later consider changlng the name of the cart.

Cart - Draft Requisition

N
B =t 1 Itemis) for a total of 150.00 usc

56 Shopping Cart re cresting ston

- | Proceed to Checkout
Name this cart: | 2012-04-11 CSTARK1 01 STEP 5 )

Have you mads changes? | Update & | @ nelp | [AddNon log item | | [ EmptyCart | [ Perform an action on (0 it=ms sel=ctzd)... | v| Selectall [
Perkin Elmer LAS, 1nc:D43351624h more info...
000001
710 Bridgeport Avenue, Shelton, CT 06484
Product Description Unit Price Quantity Total |
= Suction Pipe 150.00 USD 1 150.00 Uz [
1/PK, EA
Part Humber 80057340 change | _Update
Manufacturer Info  BO057340 - (PerkinElmer) Bricen.
Contract SampleState? mere info...
([#tore Actions [ =] SsmpleStste7-Contract change.
Category Code 49373 P

- Atomic

Next: Assigning a cart to a Requestor for reviewing the purchase. Please continue on page 13.

~7 ~
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Il. Punch-Out Catalog Shopping:
A Punch-Out catalog directs shoppers to a supplier’s website. Many of the Punch-Out suppliers market products that
have optional or configurable requirements. There are two ways to get to a Supplier’s punch-out catalog. The first way is
to go directly to the supplier’s website by selecting the Supplier’s icon on the Home/Shop page. The second way is to
search for an item and select one that lists “Order from Supplier” instead of a price. Both ways will be discussed below.

A. Direct link to the supplier’s website
Step 1: Select the Home / Shop tab in the top left corner of the page.

Step 2: Select a supplier from the Punch-Out category list. This will open the supplier’s website.

i 4 — T = wso |

Home/Shop Sanrch

STEP 1 Shop Everything * GO sduancad rasreh J
Go to: favorites | farms | non-catalog ftem | quick arder  Browse: suppliers | categories | contraces | chamicals
Action Items ] Hested Suppllers -
=l My Orders
Hequisitions
el e O e N BB I
ol | o | g | RAINIV| D
Pending (1)
Recently Campieted {2)
Purchase Orders
Recently Campleted (2) R
L) Payment Reguest |y Change Order Request || Trével autharizaticn
Walcame to Panther Mart!
This area can be used to link Punch-out - STEP 2
to training materlal, provide ks f-/
information about suppliers,
and instructions on how to
Flokas i
arder speclal praducts. ® Life - e e

Continue to section C: Punch-Out Supplier Website below.

B. Link to supplier’s website from item search
Note: Not all Punch-Out suppliers will list their items on the Hosted Catalog.

Step 1: Select the Home / Shop tab in the top left corner of the page.

Step 2: Enter a brief description in the search field and select Go.

{ Shop [Everything ~| stapler

Go to: favorites | forms | non-catalog item | quick order Browse: suppliers | categories | contracts | chemicals

When an item appears with the phrase Order From Supplier it means that the product is listed on the supplier’s Punch-
Out website.

Step 3: Select Order from Supplier to be taken directly to the supplier’s Punch-Out website to purchase the item.

Shop |Everything ~ | stapler Goy|  =dvance. d searct h J
Go to: favarites | forms | non-catalog item | quick order  Browse: suppliers | categories | contracts | chemicals
Results for: Everything : stapler Showing 1 - 20 of 3219 results
Add Keywords £ Result= per pags (20 ¥ Sort by: | Bast Match ~ [gllpaga[1 ¥|ofie1(r

Go. Stapler Roofing from WW GRAINGER INC.-361150280 Order from Supplier 72
: 3 aYF12 EA
438S2R1 - (STANLEY BOSTITCH) 2dd faverits | -
Filter Results

By Product Flag
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C. Punch-Out Supplier’s Website

Selecting a Punch-Out link from the Home/Shop page or the Order from Supplier link, will direct the shopper to the
supplier’s website. Since the Punch-Out sites are maintained by the suppliers, the process of selecting an item and
checking out might vary slightly. Grainger’s Punch-Out site will be used for this example.

If an item was selected in Panther Mart it will take the shopper directly to the item in the supplier’s Punch-Out website.
If a supplier link was selected from the Home/Shop tab it will take the shopper to the supplier’s Punch-Out home page.

Note: To return to Panther Mart without choosing an item, select Cancel Punch-Out on the top right of the screen.

Step 4: Enter the desired quantity and select Add to Requisition.

Panther Mart Py

STAMNLEY BOSTITCH Stapler, Roofing Return to Panther Mart witt

Prgumatis = Pigumatic Toals = Nallers and Staplers NG TS o purchase
matic Reohng Stapler. Fastener Rangs 1/2-1 172 Inches. Crown Size 1 Inch, Air Flaw per Shet 0 022 CFM, Maamum Praasan -
‘ﬂD F‘ 51. Tool Weaght 51 anlnﬂﬂ ||D!.JM B &8 inches. Length 14 172 |l|f||ﬁ5 ‘Width 3 inchas
Grainger Bem # AYF1Z
Your Price (8a ) $ar2.60
STANLEY
Brand BOSTITGH
Nifr. Model # AJBEZRA
Ship Gty (7] 1
Ship Weight (s ] 635
Awailability Ready ta Ship (7]

Catalog Page N 2685 @

@ Enlacge Image

5 A Lo e RO

When an item is selected it will show in the cart as shown in the picture below.
Step 5: Select Continue to Requisition Form to return to Panther Mart and purchase the item.
Select Continue Shopping to choose additional items.

Panther Mart Punchout

. Cataleg | Find a Branch I{ ™ Requisition Farm: (3) Mem

PRODUCTS RESOURCES  SITE FEATURES Enter kiyword of part number

@ 1 item added to Order Form

Detector, Volage Thresd Sealant Tape, | socket, 8 pins, 300v Rust Preventative Spray Stapler, Roofing
| PTFE, 472 = 360 I | Paint. Biack, 1az ! Gramper nem ¥ AVFi2
Brand FLUKE | Brast ANTLEETE | Beand DAYTON | Brand RUST.OLEUM | Your Price (o) 57288 _
| o G STEP 5
Granger n—n Mz IPOLS | Gramger Bam & XA | Granger Rem ¥ swom| = L
i 3067 | rew e i o | Ertenced Frce $37260

o | CTXOTETEIE v | SN o | ESAE o | SRS
I\ consnus shopsiny EEETTTETIOTS, )

Step 6: Review the items selected from the Punch-Out site. If everything is correct select Continue.

Panther Mart Punchout

QUICK ITEM ENTRY

Ciy.  Geanger tem

Bub Requaten Pa

(Gorts ropeng) (o fsgiien) .,-.,_PL.___@

; 5 = Your
tan 1 [ Attt by nbiry () Price ¢
b PR
. *More Details. STANLEY BOSTITCH Ready to Ship
] 1 e 1 37268 $37268
o Coundry of Origin: LISA 43852R-1 ® @
5
2]
Wi L st gen

o changen cuanttes. ccxto. (E)
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Step 7: Select Submit Requisition to bring the chosen items back to Panther Mart cart for purchasing.

Panther Mart Punchout

I == == = | Cataieg | Fedatenscs | W Baquaaisan Fearm: (1] Ham

SITE FEATURES Eler keywotd of part number

Requisition Confirmation

Thank you for wsiting Graingers Onine Catalog

‘ou are about 10 ranster Aems to your intomal procurement sysiem
5 will ol be Shipp: aal a trom your ¥

For customer sendce. please contac Customar Gane a 1-877-202-2582 or smail us at eprocusiomercare@graingor com

L lats this paeton P elick

Step 8: The item has now been placed in the Panther Mart shopping cart. Continue shopping by selecting Home/Shop
tab. When all desired items are in the cart select Proceed to Checkout button.

A. To make updates to the quantity of an item, enter the desired quantity and select update.
B. To make the cart easier to find later consider changing the name of the cart.

e ; 4 Combins Shopping
™ shopping Cant w crars e sy
Sl this carts 2013-04-11 CETARKS 01
S
Have you made changes? | Update G351 7 el | [ Add Mew-Catalog Ttem | | | EmptyCant | | @ - - wctadl || Sebectall

WW GRAINGER INC.- 361150200 B, e e Add BowCataley item |
| 000016 | B |

DEPT. G48-8211 11101, PALATINE. 1L 60038-0002

The ltem{a) in thia group mas retzieved from the supplier's mebsite. What doss this mesn?

Maad 1o make changar”  MOOIFY [TEMS | VIEW ITIME  (Sem{e) sss ratrieved an: 4/12/2012 2114104 Bm
Unefs)i i
Produrt Dewrriptinn Unik Brics  Quaniity Tatal [
Ensumatlc Roofing Stapler, Fastensr Range 1/2-1 1/2 Inches, Crown Size } Inch, 37262 i 37268 r
- ; i 24 -t

Manafscturer tnic

Cantran

Categury Codn

Fastaning Teols: Nailing Machines. Staplers, Tackers. uke.

Next: Assigning a cart to a Requestor for reviewing purchase. Please continue on page 13.

~10 ~
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Ill. Non Catalog Item Shopping:

A Non Catalog page is used to purchase items that are not found in a hosted or punch out catalog. This page can also be
used to enter information about signed quotes and leases.

Step 1: Select the Home/Shop tab
Step 2: Select Non Catalog Item from below the search field.

Christina Stark __profile | logout =¥ 2012-04-11 CSTARK1 01 | O item(s), 0.00 USD

Search for [EAEPTTCTITIES I [

settlement rofile
B

Shop |Everythin v | advanced search
STEP 1 p [Eerthng W oy
Go to: favorites | furms( non-catalog \teml quick order  Browse: suppliers | categories | contracts | chemicals
Action Items » Hosted Suppliers TEP 2 =
(=] My Orders
Requisitions
p >
pope e g | RAININ) L.
Pending (1) i
Recently Completed (2)

The Non-Catalog Item page will appear. Enter the necessary supplier and product/service information.

GEORGIA STATE UNIVERSITY

w PANTHER

Christina Stark__profile | logaut =W 2012-04-11 CSTARK1 01 | 0 item(s), 0.00 USD

Home/Shop Search ror [P I [

document

home/shop Gt

Non-Catalog Item 2l
Enter Supplier

or
supplier search

Product Description Catalog No. Product Size Quantity Price Packaging

[ ~| [EA - Each v

254 characters expand | dear
remaining

(= Product Details

& controlled substance

£} Racycled

# fazardous matsrial
Radioactive

¥ Rad Minor

&' Select Agent

%% Toxin

B Enargy Star
Green

Category Code Fel

i i Vi s R e e e s

| SaveandClose | Save and Add Another | Clase

Step 3: Enter or search for supplier’s name
a. Some suppliers will have several addresses listed. If the supplier has not indicated which address to use then select
the bolded/default address.
b. When searching for the supplier there will be icons listed next to the suppliers with Statewide Contracted

Suppliers h or Agency (Georgia State University and Board of Regence) m contract. Suppliers with no icons are
Open Market Suppliers.

c. Employees Y and Students - will also be listed for travel or reimbursement purposes.
Note: If a supplier is not listed, please contact Purchasing to add their information to Panther Mart.

Step 4: Product Description: Enter a brief description or title of the product.

Step 5: Catalog No. Enter the supplier’s catalog number. This could also be the part or product number from the
supplier.

Step 6: Enter amount that comes in each product by using the Product and Size Fields (use as needed)
Example: If a chemical is sold in containers of 1 milligram of a chemical, enter 1 in the Product field and select
mg from the size drop down box.

~11 ~
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Step 7: Quantity: Enter the desired quantity of the product.
Step 8: Price: Enter the price of one item.
Step 9: Select Packaging: Select the term from the drop down that indicates how items are priced.

Step 10: Category Code: Enter or search for the category code for the product. Select the category code that most
closely matches the purchase. For more information on category codes, please contact Purchasing.

Step 11: Select Any Description box: Select any description box, such as Controlled Substances or Recycled, that
describes the product.

Step 12: Select an action
a. Save and Close- This action will save the information to the cart and close the non-catalog page.
b. Save and Return- This action will save the information to the cart. The shopper will be returned to Non
Category Item page to create another Non Catalog purchase.
¢. Cancel- This action will not save the cart.

Step 13: Continue to the shopping cart for review and purchase. Select the cart symbol at the top right of the screen.

Christina Stark _profile | logout 3 =
Product Search - All =

Step 14: Review the items listed in the shopping cart, make any needed updates, and then Select Proceed to Checkout.
A. To make updates to quantity, enter desired quantity and select update.
B. To make the cart easier to find later consider changing the name of the cart.

./ Cantinss Shapping

Step 14

Vsl | | Add Now-Cataiog Ttem | | | EmptyCmt | | :

| WW GRAINGER INC.- 361150200 By, s oic ‘Add Nan Catalog liam
| o)

 — : i e

| ;

’

Next: Assigning a cart to a Requestor for reviewing the purchase. Please continue on page 13.

~12 ~
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Chapter 4
Assigning a Cart to a Requestor

Once all desired items have been placed in the cart, the shopper will complete the shipping address field and assign the
purchase to a Requestor. The Requestor will enter the chartfield and workflow information and submit the purchase.

After selecting Proceed to Check Out a new page will appear with several tabs listed across the top. Each tab will have a
green check mark or a red triangle. Tabs with red triangles indicate that more information is needed. The shopper will
only be able to complete the Shipping tab and then assign the cart to a requestor.

document |

home/shop | favorites search

settlement | profile

-l craftcarts | assigned carts | favorites | my requisitions

I. Shipping tab:
Step 1. Select the Shipping Tab
Step 2. Select Edit in the Ship To box

AL Almost ready to go! The list below needs to be addressed before the request can be submitted.
» Required field: Shipping Address &

4) Return to shopping cart ) Continue Shopping

Requisition | PR Approvals || PO Preview || Comments || Attachments || History
Summary | Shipping | Billing Speed Chart | Account | Supplier Info 2 2
Hide valus descriptions
Shipping 2
Thess

ues spply to il lin

Ship To

Shipping Address @ Step 2
@ Rrequired field &

Step 3. A new box will appear and select “Select from Org Addresses”

Ship To ? X

‘ © No User Addresses |

Complete the fields below te enter your shipping
=ddress for this order. If you need to make 2
change, select a different address from the
svailable options.

Shipping select from org addresses
Address

— Step 3

Step 4. Enter the name of the building in the Nickname/Address Text box then select Search
Step 5. Select shipping address

=] Address Search

2
Hickname / Address Textf | dahlberg
E— Step 4

Results per page Addresses Found: 1 [4]page 1 of 1 [2] | 2
Name Address
Dahlberg Hall (Alumni) Attn: Christina Stark
Rm:

Eldg: Step 5

30 Courtland St NE
Atlanta, GA 30303

Step 6. Enter Room Number and Name of Building and select Save
Note: To save the address for further use select the check box above save. The address can also be set to default from
the profile tab. To learn more about profile set up please see training materials on the Spectrum website.

Ship To ? x|
(O me user adar
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Il. Assigning a Requestor
Step 1. Select Assign Cart at the top right

2012-05-01 CSTARK1 01 | 1 item(s), 150.00

e Cotalog ho. (sku) ~ [l

ettlemant profile

Step 2. Select search for assignee
Assign Cart

Assign Cart To: € S=arch for an assignee >
MNote To Assignee:

expand | clear

Mote: After a cart is submitted, it can be viewed via History.
Prior to being submitted, the cart can be viewed in Draft
Carts and can be unassigned (withdrawn) if needed.

Assign | Cancel
Step 3. Enter search information to find the assignee
Step 4. Once the Assignee has been selected, select Assign Cart.

Note: that the assignee can be saved for future use by selecting Add to Profile.
Assign Cart To: Ines Reid

Search for 2n assignee
I Add to Profile

? X

Note To Aszignee:

expand | clear

Note: After a cart iz submitted, it can be viewed via History.
Prior to being submitted, the cart can be viewed in Draft
Cartz and can be unassigned (withdrawn) if needed.

Assign ) Cancel

Shopping Cart Information

The cart has now been assigned and sent to the next person to complete chartfield and workflow information.

_ 3 Congratulations! Your cart was successfully assigned for further review.

At this point, you can view the cart in your draft carts list and can unassign it, if needed, until

submitted by the assignee. After a cart is submitted by the assignee, you can view it via
requisition history search.

Here is a brief summary of the requisition you have assigned:

Requisition number 7670432

Cart name 2012-05-01 CSTARKL 01
Requisition total 150.00 USD

Number of line items 1

What would you like to do next? Here are links to some common actions

» Search for another item

» Check the status of an order
* Return to your home page

» Create new draft cart
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Chapter 5
Finding the Cart After it has been Assigned to a Requestor

The purchase information can be found in different locations depending on where it is in the process. Before the
requestor submits the cart it can be found in draft carts. After the cart is submitted and it turns to a Purchase
Requisition it can be found under My Requisitions or Document Search.

Step 1: Select Carts Tab

Step 2: The purchase information will be listed under:

1. Draft Carts tab/My Drafts Assigned to Others

2. My Requisitions tab
Note: If the purchase is not listed under My Drafts Assigned to Others, then the cart has probably been submitted by the
Requestor changing it to a Purchase Requisition.

Step 3A. Before the cart becomes a Purchase Requisition.
Select Draft Carts then My Drafts Assigned to Others . Next select the printer icon to view the cart.

GEORGIA STATE UNIVERSITY = i =
Bob Godwin _ profile | logout Y sSelect Draft Cart or Add Item to Cari]
‘e’ PANTHER 2 ;
— Shopping Cart - Drafts Sl Catalog No. (SKU) | i
homelshap | =
active cart QIR RaaaeD ossigned carts | favorites | _my requisitions
Create Cart
My Drafts legend 7
Active Cart Shopping Cart Name Date Created Cart Description Total Delete
= 2012-03-24 shopperl 02 3/24/2012 4,350.00 USD Delete
‘(E;v Drafts Assigned to Otheré:) legend 2
View Cart SHom ping Cart Name Date Created Assigned To Total Unassign
= 5 2012-03-24 EETTETENOL 3/24/2012 Christina Stark 5.15 USD Unassign

Step 3B. After the cart becomes a Purchase Requisition
Select My Requisitions and then choose the number associated with the purchase to view the information.

Results per page Sort by: |Be.st match w | |Z|
Po o Supotier  Cieotlon  ReAWSMON pequisiioner Sgpplicr  Setement
v PMT0001031 _'_'_'; ISJSS;E?%RATED 4/27/2012 5:51 PM 765600 Christina Stark  gent MNo Matches
-042896127
v PMT0001030 __‘-‘ ISJSS;E%RATED 4/27/2012 5:31 PM 765585 Christina Stark  gent zzrﬂzllthziceived

-042896127

Note: This number can be used to find the purchase information under Document Search as well. For more information
about Document Search, please see the Spectrum training website.
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Appendix A
Glossary

Agency Contract: m Suppliers have been awarded contract for specific items from Board of Regence or
Georgia State University.

Approver: Approver has authority to approve the requisition for the department. In some cases the
Requestor will also be the first approver.

Cart: The cart is the online shopping tool that holds the details about the items selected for purchase.

Department Approver: Purchases using a department workflow routing will have two approvers. These
approvers will be notified about every purchase and will approve purchases over $2,999.99.

Hosted Catalog: Hosted catalog contains supplier items stored directly in Panther Mart.

Non Catalog: Non Catalog page can be used to purchase items that are not found in a hosted or punch out
catalog.

Open Market Supplier: Any supplier that does not have a State Wide or Agency Contract.

Panther Mart: GSU has purchased an eprocurement application from SciQuest. This new application has been
branded by GSU as Panther Mart. This new system will be used for purchasing goods, services, processing
travel and payment requests.

Project Approver: Purchases using a project workflow routing will have three approvers. These approvers will
be notified about every purchase and will approver purchases over $2,999.99.

Punch-Out Catalog: Punch-Out catalog directs a shopper contracted supplier’s website site to shop for items.
Once the items are selected from the supplier’s website they will be placed in the shopper’s cart in Panther
Mart. Many of the punch-out suppliers market products that have optional or configurable requirements.

Purchase Order: Once the purchase requisition has completed the necessary workflow, the system
automatically completes another budget validation. If funds are available in the budget, the requisition is
turned into a purchase order. The purchase order is sent to the supplier and a background process sends the
purchase order into PeopleSoft Financials. The purchase order is budget checked in Financials and funds are
encumbered. The Purchase Order is a legal binding contract between GSU and the Supplier.

Purchase Requisition: Once a cart is submitted to workflow it becomes a Purchase Requisition.

Requestor: Requestor enters in payment and workflow information to turn the shopping cart into a
requisition and submits the cart to approvers. Requestors can also shop for items.

Shopper: The shopper selects items in Panther Mart for purchase and places them in shopping cart for the
Requestors.

State Wide Contract: h’ Suppliers have been awarded a contract for specific items from the State of
Georgia.
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