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How will MarketPlace+ improve the P20 process at Brandeis?

« Automates the entire P20 process (catalog and non-
catalog requests)
» Enforces new approval policy by capturing upfront
purchase approvals before entering into a commitment
» Capture Brandeis spend data to provide better reporting /——-
and identify opportunities for improvement Improved
/ P20

 Empowers users to manage their own purchases requests
through an easy to use website
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» Decreases purchase requisition processing time

* Integrating MarketPlace+ with the PeopleSoft system to
facilitate the purchase order billing process

Brandeis University



Requisition Creation Process Flows

o Submit the
: Initiate the Complete all o
[\ .
Identify the Need Request Necessary Fields SISO )}
Approval

» The requestor will = Enter MarketPlace+ = Enter all basic item = Submit the requisition
identify the need to and use search tools information for approval and the
requ_est a good or _to find the_,\ _ = Choose any optional requisition will be
service item/service desired fields that apply to routed through

= Select the correct the requisition type MarketPlace+

vendor/form type = Add any necessary

= |nitiate the requisition approvers

= Attach any required
documents

= Add additional notes
to either vendor
and/or approvers
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How and Where to Access to MarketPlace+

MarketPlace+ is a single-sign on application available on your Brandeis Network
Login page. After signing into the network, simply click the MarketPlace+ icon:

800 Brandeis Login

(e https://login.brandeis.edu/

-
1]

Brandeis

] E—

passphrase

and personal email address for severe weather and

campus emergency alerts. Go to go.brandeis.edu/alerts

Get ready for winter! Register your mobile phone number
for complete information.

MarketPlace+

MBEO~E~sELBS=

www.brandeis.edu/link-tbd andels Unversty » Heip Desks » Comouter Paicy

Access to MarketPlace+ can be requested at procurement@brandeis.com
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mailto:procurement@brandeis.com

MarketPlace+ Home Screen

Brandeis UanerSlTY Hi Regquisition Preparer - Cart ﬂ My Account ®  Help ™ Sign Cut

1. Home Button: Will always
take you back to the main | 1 &4

dashboard =| s .
- - = w
2 |What do you need? § 0k
2. Search Bar: Where to start e
Order Lists =  Catalogs = Folicies =
your search for a good or .
] "W Recent Orders viewall 4 To Do's viewall
service
Older Eeq #Sili:»,lhas bER?n returnedd Sbybthe
. i it
“Search,” “Browse,” or 1 Tabletop Thermoelectric Water Cooler, 13 1/4dia. x 15 3/4h, White 111.30 uso tyer. Flease Review and submi
« o e . Supplier WB Mason * Reg 78 * 31 Oct + Draft Actions = Hide m
Write” : Different options
1 Massage Lumbar Cushion With Heat, 13w x 2-1/2d x 11-1/2h, Black 67.87 uso Req #61 has been returned by the
On hOW tO Stal’t yOUI’ SearCh Supplier WB Mason * Req62 * 16 Oct * Draft Actions - buyer. Please Review and Submit
. H H 110-Cup Pour-O-Matic Coffee Brewer, Black 112.00 uso
4. To Do's: List of items for Supplier WB Mason * RegS1 » PO 700084 » 180ct » Ordered Actions - Escalated: Purchase Approval for Guy
you to take action on (click Bunowes.nequismon%q ,
) Escalated to next approver, no action required.
“VIeW A"” to access your {5 Welcome to MarketPlace + Hide »
Complete I|St) 'tlj'o get tsta_rted wi\;h our newI Coupa F‘r?hcu;er_nent S\,r_tsterg, please re\.l*iew;_thg ri1nf|0rfm|ati$n \,rout_receiv i
Cuuré?gmrg;nér;gr.e Sﬁg_may also review the training site. Oryou can also find helpful information on 5 |:| Shop Online
Shop Online: Shortcut to
punch-out vendors Trainhg DL
Eor eln_tny qusestions please contact your Coupa Administrator:
ourtney Sampson
781-736-4266 P "'"""l’lﬂ
csampson@brandeis edu W=
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MarketPlace+ Home Screen continued...

Cart: Takes you to your
shopping cart and displays

all items in the cart

My Account: Self service
options: Where you can
select a default Ship To

Address, access to Inbox

Policies: Link to Brandeis

Procurement policy

Shop Online: Shortcut to

punch-out vendors

6| |7

Brandeis UnlveI‘SlTY Hi Regquisition Preparer - Cart ﬂ My Account ®  Help ™ Sign Cut

f

"W Recent Orders viewai v

Older
1 Tabletop Thermoelectric \Water Cooler, 13 1/ddia. x 15 3/4h, White 111.30 usp
Supplier WB Mason * Reg 78 * 31 Oct + Draft Actions =
1 Massage Lumbar Cushion With Heat, 13w x 2-1/2d x 11-1/2h, Black 67.87 usn
Supplier WE Mason * Req62 * 160ct + Draft Actions ~
110-Cup Pour-O-Matic Coffee Brewer, Black 112.00 usop
Supplier WB Mason * RegS1 » PO 700084 » 180ct » Ordered Actions -

5 Welcome to MarketPlace +

What do you need? >

WRITE #

SEARCH 2

Order Lists =  Catalogs =  Policies =

To Do's viewall

Req #63 has been returned by the
buyer. Please Review and Submit

Req #61 has been returned by the
buyer. Please Review and Submit

Escalated: Purchase Ap#)roval for Guy
Burrowes - Requisition #10
Escalated to next approver, no action required.

Hide -+

To get started with our new Coupa Procurement system, please review the information you receive
during training. You may also review the training site. Oryou can also find helpful information on oy
Customer Care site.

] Shop Online

Training

For any guestions please contact your Coupa Administrator:
Courney Sampson

781-736-4266

csampson@brandeis.edu

DAL O

VWREZS "W
W Ensble Ssence
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Using Search Features

Whether searching for
invoices, PO’s, or other items
in Procurement Central, you
can sort and filter by clicking
the drop-down next to the
“View” menu

If you would like to drill down
further to narrow your search,
click the “Advanced Button”
and an additional search
criteria tool will open

Use the desired criteria from
the drop down menus and field
to find what you are looking for

Brandeis University

My Spend History

Requisitions

Hi Requisition Preparer - Cart ﬂ My Account * Help * Sign Cut

Submitt€gd On Status Orders tems

HE ) GEEEY

Req # * Requested By Total Actions

2368 Requisition Preparer Mone Lira o000 & L?_‘
Test @

Fis] Requisition Preparer 10/3113 Diraft 1 Tabletop Thermoelectric Water Cooler, 13 1/4dia... from WB 11130 & @
Test Mason for 111.30 USD El

62 Requisition Preparer Mone Draft 1 Massage Lumbar Cushion With Heat, 13w x 2-1/2d ... from WB 67.867 & |-—\_
Test Mason for 67.87 USD @

51 Requisition Preparer 10/16/M13 Ordered #700064 1 10-Cup Pour-O-Matic Coffee Brewer, Black from WB Mason for  112.00 E('_
Test 112.00 USD

20 Requisition Preparer 10/10/13 Ordered #700085 1 Crucible Porcelain,50mL,37x61mm from Grainger for 5.39 USD 530 ‘5 O
Test

1 2 3 Hext
i

I' Requisitions

B =3

Req # Elis E|235 A s EEEEEEEEEEEEEEEER (+]
Apply | All IZ‘ of these conditions Cancel Search
Req # ~ Requested By Submitted On Status Orders Items Total Actions
236 Requisition Preparer hone Draft 0.00 & 5
Test i
76 Requisition Preparer 10/31M13 Diraft 1 Tabletop Thermoelectric Water Cooler, 13 1/dia... from WB 111.30 & @5
Test Mason for 111.30 USD @
62 Requisition Preparer MNone Draft 1 Massage Lumbar Cushion With Heat, 13w x 2-1/2d ... from WB BFE.BT L_|_
Test Mason for 67.87 USD @
51 Requisition Preparer 10M6M3 Crdered #700064 1 10-Cup Pour-O-Matic Coffee Brewer, Black from WB Mason for 112.00 ’—T_
Test 112.00 USD
20 Requisition Preparer 10M10M13 Ordered #700065 1 Crucible Porcelain,50mL,37x6 1mm from Grainger for 5.39 USD 5393 ‘& O
Fest
a2 S e i

Brandeis University



Requisitions

] Bl'andeiﬁ Uﬂ.i\'erSi[}" Hi Requisition Freparer - Cart ﬁ My Account = Help ™ Sign Out
Requisitions are requests for s 1]
purchases that must be approved in Review Cart
order to become a Purchase Order. = s v
. . Created equisition Preparer Tes
With very few exceptions, all . v : R Ship To
. On Behalf Of Courtney Sampson Clear
purchases now require a Purchase _
Department | Procurement Services Address 60 Turner Street 4
Order before they may be et i Waltham, MA 02453
purchased from the vendor. Here it .
a look at the information captured 1 9 TSR SOy o i
on a basic requisition “
Attachments Add File | URL | Text

1- Header I—evel' BaSiC Tr Please bill baged on SOW milestones (—

information regarding the Suppier)

source and destination of the - Budget Date -

request

] W Cartitems Bing |
2. Line Level- Requisition details, Training services 7,500.00 UsD csamwnﬂ—mﬂﬂ—ﬂﬂﬂw»ﬁcsammwn-
7239 =

From AMERICAN PLANT MAINTENANCE

InCIUdlng the types Of Items’ 2 ™ Commouodity Facilties Services = Need By 11/22113

guantities, total costs, and I
billing information © AddLine @ Clear Cart Total 0 Units 7,500.00 UsD

M| Chain

==

3. Approval Chain- As it is built

based on the user and 3 Lgada) Remisition Preparer Buyer Action s o
P H H on behalf of Pending
FEQUISItIOI"I Crlterla requested Courtney Sampscn -
\ 2 rou 53

| [5 Save for Later | | 5 Save | BLRSTNSGTE NG
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MarketPlace+ Icons and Terminology

Action/Function

2251 Transaction Hyperlinks take you to the View page of the transaction
o Edit
D Save
L:::] Print View of the PO in liquid HMTL format
gl Send PO to the supplier via method defined in the record
|J Copy Requisition for future uses
= Void
= Receive
Create invoice against the PO
=1 Close PO
=] Delete
. ‘{Lﬂ ] Export table to Excel
Detailed Receipt
¥ | Add (ie: comment, alerts, invoice lines)

Schedule a report for distribution via email

Brandeis University




Requisition Creation



Creating a Requisition in MarketPlace+

11

Punch-out Catalog

1.
2.

10.

Access MarketPlace+ from the Brandeis Network log-in page £ Shop Online
Search for keyword (i.e.: “pens”) in the Search Bar and/or click on the

vendor’s icon at bottom of page if you know the source of the product MI_ M

( for example: office products = WB Mason)
Build a cart on the Punch-out site by selecting desired items on the

vendor’s catalog website e e
Check Out of vendor’s catalog to bring items back to MarketPlace+

%fum%‘ g’ SIGMA

If entering the order for another person, enter the name in the "On Behalf Of" field, this will build the approval
chain based on that person’s management hierarchy

Enter a Justification if a note is required for the purchase (why you are buying this)

Select a “Ship To” address for order delivery Note: You can select a default address for all your orders or
change this info if necessary by using the magnifying glass icon o search for another address

Assinn a Billing Code (Chart String and Account). If multiple GL codes are necessary, select the split billing
icon 4% and add additional codes for each item

Note: Details such as price, supplier, part number are not editable for catalog items.

The required approval chain is automatically built. Review and add approvers or watchers (FYI) at the
beginning or the end of the approval chain if necessary by clicking the “Add” icon | &:Add

Click "Submit for Approval"

Brandeis University



Creating a Requisition in MarketPlace+

12

Free Form

© N o O

10.

Type in the Search Bar for a desired good or
service and click enter. If the item does not
have a Punch-out or catalog associated with it,
click on the “WRITE” tab

Suppilier Commaodity

-
[T AMERICAN PLAN [ll Pr al Services & 7500 Aad o Cart

RN Testing Services 3|
8 e EERRRSSSSN===RS==SSRB>SP>yryrPrEPESS,SS...-

Select the appropriate radio button for “Service” or “ltem” (This will default from your previous choice)
Begin to type in the vendor name if known

Glide your mouse over the name of the vendor to reveal its address as choices appear. If you do not see the
desired vendor notify the MarketPlace Administrator. Note: New suppliers and/or supplier updates are maintained
by the MarketPlace+ Administrator

Select the appropriate commodity from the dropdown list

We've added it to your cart

Enter details for the order such as “Price”, and Click "Add to Cart“ when complete § Toin Seros o AVEACAN PLANT

line in your cart

Click on "Review Cart" to go to Check Out | cart ﬁ or > S Bt

Assign a Billing Code (Chart String and Account). If multiple GL codes are necessary, select the split billing icon
and add additional codes for each item ,ﬁ,

The required approval chain is automatically built. Review and add approvers or watchers (FYI) at the beginning
or the end of the approval chain if necessary by clicking the “Add” icon | & Add

Click "Submit for Approval”

Brandeis University



Requisition Approvals and Purchase Order (PO)

13

Punch-out catalog requisitions under $5,000 will be automatically
approved in MarketPlace+ and a PO will be sent electronically to
the vendor for order fulfillment

Punch-out catalog requisitions above $5,000 will be automatically
routed in MarketPlace+ to the first person in the approval chain
for review

Free Form or Non-catalog purchases will be routed to the
Procurement department for Buyer Review. After Buyer Review,
the requisition will be automatically routed in MarketPlace+ to the
first person in the approval chain for review

Management Approvers will receive an email notification from
MarketPlace+ for the requisitions they need to review

The Approvers will review the requisitions and can Approve or
Reject from the email or within the MarketPlace+ system

Rejected requisitions can be updated and resubmitted for
approval

Approved requisitions will be automatically converted into a PO
and sent to PeopleSoft (for Budget Check and Future billing)

Buyers will transmit the non-catalog POs to the vendor

Punch-out Free Form
catalog non-catalog
requisition requisition

Buyer Review

Management Management
Approval Approval

Purchase Order (PO)

4

Vendor

Brandeis University




Receiving and Invoicing Process

» Receipts will not be processed in MarketPlace+
* The current Invoicing process does not change
» Punch-out catalog invoices will be processed electronically

* Free Form (non-catalog) invoices will be processed in PeopleSoft

14
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Requisition Creation — Key Learning Points

General

There are two order types: Punch-Out catalogs and Free Form

A requisition can only have a single Ship To address at the header level

All requisition lines must have a Category and Bill Code (Chart String/Account)

Bill Codes can be split at the line level to allow greater Accounting flexibility

You can enter order on behalf of any other user in the system

The system will build the approval chain based on your supervisor assignment or the person you are ordering on behalf of

System generated approval chains cannot be overridden, but additional Approvers or Watchers (FYI) can be added to the

approval chain
Approvers will be reminded to approve after 24 hours / Requisitions will be escalated after an additional 48 hours
The approval function can be delegated to another user

Order All changes to approved requisitions (POs) must be initiated by contacting Procurement Services

Policy Implications

15

All requests for purchases of goods and services not on a p-card should be entered MarketPlace+
Purchases above $5,000 will require an approval in MarketPlace+

All vendors must be approved and entered into PeopleSoft and then MarketPlace+ by the Administrator; PeopleSoft is the

source system for all vendor data

Brandeis University




FAQs

* How can | delete a single line item from a requisition | am creating without deleting the entire request?

* While in “Edit” mode, there is an option to select a single check box to the left of each item. Click that box next to the

item you wish to delete, and the select “Delete from the option just above the requisition line
* How do | edit a single line of a requisition?

* When in “Edit” mode, float the mouse over the line you wish to edit. You will see the line highlight, and the pencil
icon appear. By clicking on that line you may change the contents of that requisition line until it has been sent on to

the next approver
* Do | need to “Save” a requisition before sending?

* No, you can submit the invoice for approval and it will automatically save, but it is always a good idea to save in case

there is an issue with the internet connection while sending
» Can | edit the bill code while making changes to a requisition?

* Yes, but you must “Save” and get out of the “Edit” mode. You cannot make changes to the bill code while making

changes to the line item
* How many ways are there to tell MarketPlace+ to send a comment or file to the supplier?

» You can tell the system to send your text or file attachment to the vendor either when creating the attachment by
clicking the “Send to Supplier” note, or anytime in “Edit” mode by floating the mouse over the attachment, and then

clicking the appropriate box. You can also delete that attachment by clicking the “X” next to that checked box

16 Brandeis University




FAQs continued

17

What is the difference between a “Vendor” and a “Supplier?”

* Inreference to MarketPlace+ and Brandeis University, these terms are one in the same. At Brandeis University, we
refer to companies from which we purchase as “Vendors,” but the MarketPlace+ application refers to them as

“Suppliers,” and this cannot be changed in the system. The terms may be used interchangeably
What does it mean to add a “Watcher” to the approval chain?”

» This means that someone will be made aware that the requisition is being made but they do not need to approve of

the purchase in order for it to be processed

What is the difference between the “Comment” field at the bottom of the requisition and the text comments | make in the

header level of the requisition?

* The “Comments” field can be used to make notes for others in the approval chain during the requisition process, but
they will not appear on the Purchase Order once complete. The text comments made in the header will appear on

the PO, and be sent to the supplier if desired
Why does the “Buyer Action” appear in my approval chain?

* Anytime you initiate a Free Form requisition, the buyer approval is added automatically to ensure that the products or
goods you are sourcing are from the approved sources. This helps us to make sure we are getting the best deal

possible for Brandeis University

Brandeis University




Additional Functionalities



Additional Functions in Requisition Creation

19

#1. Using the “Copy” Function to create a requisition
1.

2
3
4.
S

Access MarketPlace+; if already logged in, click the home icon in the top left
Click on the “Requests” tab in the top line

Choose a Requisition or use the search function to locate a specific requisition
Click on the “Copy Requisition” icon I:D

You will see a screen displaying your newly created requisition in “Draft” status. You may edit
the new requisition as needed (it will have a unique requisition number, different from the
original)

Click "Submit for Approval“ when ready

Orders Invoices Reports

Req# ~ Requested By Submitted On Status Items Total
35 John Storti 10110413 Pending Buyer consulting services from Deloitte Consulting for 50,000.00 USD 50,000.00 4
Action
15 Courtney 0%/26/113 Pending Buyer 1 Consulting Services from Deloitte Consulting for 50.00 USD 81.18 g
Sampson Action 2 Recycled Undated Teacher's Planner, Black, 8 1/4... from WE Mason

for 31.18 USD

Per page 15 | 45 | 50

Brandeis University




Additional Functions in Requisition Creation

#2. Adding an additional item to a requisition in progress

1. Access MarketPlace+; if already logged in click the home icon in the top left

Draft IZ| Advanced

2. Open arequisition that is in “Draft” status

Total Actions
1507320 & & @

Buyer Action
from TRIPVIATR o g

ad(R} Manila| Nrdarad V3 ... from OFFICE DEPOT

3. Select "Add Line” @ ~Addline | while the requisition is in “Edit” mode (located below
the last line item in the current requisition). You may have to scroll to the bottom of
the requisition and click the “Edit” button . edait | to enter Edit mode

4. Select "Service” or “ltem” as appropriate by selecting the radio button

@ lterm ) Sernvice

5. Type in the item desired into the “ltem” field. Suggestions will automatically begin
to fill the field | em

6. Follow the instructions for either a “Local Catalog,” or “Free Form” purchase as
appropriate to add a new line item request to your requisition. For a punch-out
item, go to the punch-out catalog and order your items. The requested items will

be brought into your requisition
20
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Additional Functions in Requisition Creation

#3. Adding a Watcher in the Approval Chain

1. Access MarketPlace+; if already logged in click the home icon in the top left

2. Select a requisition from the items awaiting your attention from the “To Do” list or
create a new requisition

3. Scroll down to the approval chain and click "Add" | &Add

4. Type in name of individual and select “As Watcher" from the pull-down menu

&% Approval Chain
& Add I}a_n_in?l_ P? '.J.i il:_insiki Buy g_!‘:‘ Et' o Susan Worth
& ok g

Add to Chain |Kathy Stone _,&.t Eleginnin_g__E o Add |

At Ele_ginning i
| At End
As Watcher

5. Click "Add"

6. Ensure individual is noted as a watcher below the approval chain

21
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Additional Functions in Requisition Creation

22

#4. Adding a File or Text Comment to the Requisition

1. Access MarketPlace+; if already logged in click the home icon in the top left
2. Choose a requisition from the “Requisition” tab or from your “To-Do” list

3. In the attachments area click on the “File” or “Text” hyperlink:

Attachments Add File | URL | Text

4. To attach a file, browse as you would for an attachment in any common application,

or enter in comments if you choose “Test”; if you want the supplier to see the
comments, click the "Send to Supplier check box that will appear below the text
box, otherwise the comments will only be visible to the approvers in the chain

Attachments dd
Ak Rt FPlease call with any guestions Add %]

] Send to Supplier

5. Click "Add"

Brandeis University



Year-end Purchases

o If a purchase should not be recorded until the next fiscal year, then the Budget
Date field should be populated at the Requisition Header

e The Budget Date will override the Order Date on the PO that is sent over to
PeopleSoft (the normal Order Date defaults as the system date)

23

[Review Cart

Created By Buyer Test

Department ProcurementB

Justification

On Behalf Of CDUF‘[I"IE‘:\J Sampsgn Clear

Attachments Add File | URL | Text

Budget Date | 06/12/14

£F Ship To

Address 60 Turner Street
Waltham, MA 02453
United States

Attn: Procurement Dept. 2nd Floor

Attention | Procurement Dept. 2

) Brandeis University




Reporting



Navigating My Spend History

25

My Spend History Provides the @ Brandeis University ey - Cat [ My socount - _biip~_saNy
. . My Spend Histary
User with access to the details sl
. g Requests Orders Invoices Reports Manage Address Hook
Of a,” requItlonS CreatEd by Manzge My Content

that individual My Spend History e

Change Password

Change Default Account
Req ulsitions Manage Scheduled Repors

Click the "My Account"
hyperlinked text or mouse over
and click the "My Spend
History" link

This menu loads every
requisition you have created in
every status from Draft through
Received (after being converted
to a PO)

Brandeis University




Scheduling Data Reports via Email and Using Export

Once you have the desired
data view, click the clock icon
to schedule a report to send
to recipients.

Requests Orders Invoices Reports

Requisitions

. Submitted On  Status ttems \ Total Actions
Note: In order for & Coudney Samoson __ione Dea L0ice Clay Cultes from WE Mason for 2,88 USD 288

MarketPlace+ to send an
automated report, the
recipient must be a user in New Scheduled Report

MarketPlace+ Mame |l
Data table Purchase Orders

Data table view All

Views can also be Exporteg RECIPIENtS | Gy Burrowes X
to Excel by selecting the Send Report |weekly []
Export button at the top of SCIME] wWE] M FE] 52T (3
. Reports will start running at 02:00 PM. Exact
any VIeW- email time will depend on job gueue activity.
. . . Send As
Note: If the file size is large, Homi Report (] ©
the report output will be Csv Report [T
emailed to you. Pdf Report [~

26 Brandeis University




Custom Views

27

The user can also create a
custom view of the
information

1.

Click the “View”
dropdown from the Spend
History screen

Select "Create view"

Select viewing criteria
from the “General” and
“Conditions” dropdown
menus

Drag any desired fields
from the “Available”
columns to the “Selected”
columns to construct the
custom view

Specify “Default Sort
Order” from drop down

Click “Save”

My Spend History

Requisitions

Advanced

B E

view [
All
Req# - Req By itted On Status Draft
I 52 Guy Burrowes MNone Ordered
Pending Approval

10 Guy Burrowes Pending Receipt

Requiring Action

1011013 1 b
lal

Sent for RFQ

That I'm Watching
That I've Approved

Orders

~ Create View
e

Requiring My Approval

Submitted on Behalf of Me

ag Bchalf of Others

newegg.com for 209.99

Q,

Total Actions

oo0 & O @

4 2%
0

209.99

Create New data table view

General

3 Hame

Visibility |# | Only Me | | Everyone
Start with view | s IEI‘

Conditlons

Apply all |E| of these conditions:

Reg# |E| is |E|
Columns

Awvailable columns Selected columns

Req# Ordars. 4

Status Items

Submitted On Total

Requested By

MName

Default Sort Order

Sort by

El in|ascending E order, 5

Cancel




Support



The Procurement Services website contains all support material

MarketPlace+ Supplier and Account requests can be made by submitting a
request to procurement@brandeis.edu

o Supplier, Account and User account forms and MarketPlace+ training
materials can be found on the Brandeis University Procurement services
website: http://www.brandeis.edu/financialaffairs/procurement/

ABOUT ACADEMICS ADMISSIONS/AID ARTS ATHLETICS NEWS/MEDIA RESEARCH STUDENT LIFE

[Coogler custom seaer___ JEEU

Procurement Services

r r PROCUREMENT STAFF

John Storti

Director of Strategm
CONTACT US .
PROCUREMENT POLICY (781) 736-86360¢)
SOLE SOURCE/PRICE Helen David
JUSTIFICATION (781) ?36-4510@
PROCUREMENT CARD 8 | MarkJay

(781) 726-45059)
Courtney Sampson
(781) 736-426608)
Ellie Santisi

(781) 736-4484Q)

UNIVERSITY CONTRACTS B
FORMS

DISCOUNTS FOR
FACULTY AND STAFF

FOR SUPPLIERS ] “

m OVER $125 MILLION IN ANNUAL
PURCHASES

Brandeis Procuremen t Services strives to be the leader in higher

education procurement.

Our goal is to deliver the highest quality customer service to the
Brandeis community through an efficient and collaborative best-in-
class sourcing and procurement process.

Procurement Services | Tumer Street | MS 048, 415 South Street | (781) 736-4500¢%

29
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http://www.brandeis.edu/financialaffairs/procurement/

Issues and Questions

The process for getting help and/or logging issues is very similar to the current
support process for MarketPlace

SUPER USER
« Champion within a DEPT; trained for this role
‘ BRANDEIS LTS HELPDESK
» Will provide basic troubleshooting
@ ‘ BRANDEIS MarketPlace+ ADMIN

* Located in Proc.Services
 Vendor trained to provide application support
» Will log tickets with vendor (if required)

30
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Objectives Completed?

v'Navigate the Requisition Creator Capabilities

v’Understand the following:
v'Requisition/PO Creation
v'Reporting/Spend History
v'Requesting User Access
v'Requesting New Suppliers and Accounts
v"Where To Go For Help

For additional information about MarketPlace+ and links to training
materials, please visit:
http://www.brandeis.edu/financialaffairs/procurement/

) Brandeis University
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