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*Please note that there may be topics discussed within this handbook that are not identified in the
Table of Contents. (For example: Address selections) If you have a question about a topic not listed
please try a keyword search. If you do not find an answer within this handbook, please send your
question to emarketplace@state.de.us and someone from Government Support Services, Contracting
with contact you with guidance.
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Understanding User Roles

Following are the definitions of the user roles available in the SOD eMarketplace. Roles consist of a set
of permissions which allow users to do (or not do) specific things in the eMarketplace. Note that a user
could be assigned multiple roles*.

Default Pending Profile:
» Users with this role can log into the SOD eMarketplace and can search contracts.
» Users with this role cannot view enabled vendor stickers nor items available under the vendor
stickers.
0 If you are out of the office for a period of time, such as Medical Leave, a PHRST update may
kick a Shopper/Requester/Approver/Admin role back to Default Pending Profile.

Shopper:
> Users with this role can search, filter and compare products as well as create carts.
> Users with this role cannot submit carts; instead they have to assign their carts to a Requester.

Requester:
> Users with this role can search filter, compare products and create carts, similar to a Shopper. But, a
Requester can submit carts to the vendor(s).
» Users with this role can also submit carts that were assigned to them by a Shopper.
NOTE: Users with this role cannot also have a Shopper role assigned to them. The system will
default to the lower access level, meaning the user will not be able to submit the cart.

Approver:
> This role is only required if a Division level workflow rule is established, requiring additional approval
levels.

> Approvers are managed within the Transaction workflow rules, so that when a cart is submitted
(becoming a Transaction) the workflow knows which approver(s) to send the Transaction to.
NOTE: Users with this role cannot also have a Shopper role assigned to them. The system will
default to the lower access level, meaning the user will not be able to submit the cart.

Division Administrator:

» Users with this role were identified by their Agency as the administrator of one or more Divisions for
the eMarketplace system.

» Users with this role can assign roles to users within their Division(s) fence.

» Division Administrators manage users, Division-specific workflow, run reports, and view draft carts
within their fence.

Central Administrator:

» Users with this role manage the eMarketplace at a high level.
Examples would be assigning Division Administrators, managing some ad-hoc role requests,
managing non-Division-specific workflow, managing Bill and Ship To addresses, updating the
homepage and message area and setting up Divisions.

> Users with this role can assign roles to users Statewide.



Law Enforcement:

> This role is an add-on permission which gives users access to order law enforcement products such
as ammunition.

» Can be assigned at Division and/or Central Administrator level.

MMCAP:

» This role is an add-on permission which gives users access to order pharmaceutical and other
medical products.

» Does require additional permissions. Contact a Central Administrator for additional information.

» Can ONLY be assigned at Central Administrator level (GSS).



Understanding Vendor Enablement

Vendors are enabled in different ways. To better understand how the system works, below you will find
some definitions associated with the vendor enablements and their impact on your shopping
experience.

NOTE: It is important to understand that only those vendors awarded a contract through Government
Support Services for a commodity contract are being enabled at this time. But, not all commodity
contracts have been enabled.

Hosted Catalog: The vendor’s catalog is housed within eMarketplace. This allows for comparison
shopping amongst enabled vendors. Instructions contained within this User Handbook focuses on the
Hosted Catalogs. Differences may occur when shopping a punch-out enabled vendor.

Punch-Out Catalog: The vendor’s catalog is housed on a vendor owned website. To shop the vendor you
will need to click their sticker to be redirected to the vendor’s site. Once you have filled your cart and
proceeded to checkout you will be redirected back into eMarketplace to complete the transaction.
While this maintains a shopping experience you are familiar with for this specific vendor, you currently
lose the comparison shopping capability offered by the hosted catalogs. You will not see these offerings
when you “search at the top”.

Order Delivery, Fax: Once you “submit” your order to the vendor, the order is received on the vendor’s
side as a fax order. This requires the vendor to manually key the order into their system.

Order Delivery, CXML: Once you “submit” your order to the vendor, the order is received on the
vendor’s side electronically, mapping the order into the vendor’s system. The vendor does not have to
manually key the order into their system. Please note, with this method there may be occasions where
you run across a price discrepancy based on how the vendor has applied their catalog discount in their
system. If you run across this issue you will want to reach out to the point of contact identified on the
contract for the company. It is recommended that you do not call any generic 1-800 number for contract
assistance.



Sign-In
The Sign-in page for the SOD eMarketplace can be accessed here:
https://solutions.sciquest.com/apps/Router/Login?OrgName=StateofDelaware&URL=. You will be asked
to sign in using your Empl ID # and your designated password (or default, if it is your first sign in).

State of Delaware

eMarketplace

Sign in to the SOD eMarketplace

Please enter your Empl ID and Password below to access the Delaware eMarketplace. Please visit the eMarketplace
FAQ for common questions. Sign In fields are case-sensitive,
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If this is your first time signing in you will be asked to accept the Terms of Use and to select a new
password.

If you have successfully signed in and see a blank screen, your role is currently Default Pending Profile.
Contact your Division Administrator for role assignment or update.

At first sign-in it is recommended that you View Your Profile to ensure the information in your profile is
complete and accurate.


https://solutions.sciquest.com/apps/Router/Login?OrgName=StateofDelaware&URL

View My Profile

As mentioned in Sign-In, you want to verify the details in your profile are accurate. This information will
carry over from the order to the vendor, so it’s important the information is complete and accurate,
should there be questions about your order. This is also the perfect time to set up a security question, in
case you forget your password at a later date.

To “View My Profile” you will want to click on your name which is found in the blue box in the top right
corner. From here select View My Profile. You will see a screen that shows your User Name, Phone
Number, Email, etc.
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Where the phone number is entered you will find four (4) field boxes. The first box should have a “1”,
the second box “302”. The third box will be your 7 digit phone number and the last box is for your
extension, if applicable.

From the Side bar menu, under Update Security Settings you can change your password and add a
security question for password resets (Change Security Question or Answer).
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Shopping
Shop

You have options when it comes to how you “shop” or build your cart. A couple things to keep in mind
before you start shopping:

e Only central contracts managed by Government Support Services are being enabled in
eMarketplace for shopping. Not all commodities have been loaded into the system, so you may
have to refer to MyMarketplace.Delaware.gov for other commodity items.

e The item descriptions in the system, were identified by the enabled vendor. This means you may
get some search results that don’t make sense.

You can shop at the top...please note that when you shop at the top, search results will show all
enabled vendors with “hosted” catalogs. Relevant products offered by enabled vendors with “punch-
out” catalogs will not show. You will have to click on their sticker to view their products. You can narrow
your initial search by selecting from the drop down box to the left of the keyword text box.
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You can shop by vendor... keyword search in the box or click on the magnifying glass for a list of all their
offered products. NOTE: If you click on a vendor who has a punch out catalog, it will direct you to that
vendor’s website where you can search their products.
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You can narrow down searches, shop at the top or by vendor, Filtering Results by: Custom Attributes,
Product Flags, Supplier, Category, UOM, Manufacturer, etc.
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Favorites - Adding
Items that you frequently purchase can be saved as “favorites”. There are a couple of ways to add items
to your Favorites...

From the Search...

W Shop © Shopping  Shopping Home =

Search | Everything l m
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Results for: Everything : Barcelona Sporting Goods
Showing 1 - 200 of 3583 Resuis

Add Keywords 7 Results Per Page | 200 ¥ Sort by:| Best Match ] alPage! 1 v iofiBiki?

POLE PAD; 3-1/2"-4-1/2" DIAMETER; COLOR TBD from Barcelona Sporting Goods 199.75

Part Number SI0HK EA
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By Supplier
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Identify the product and click add favorite then click Save Changes. You can give the item a nickname
and identify a “favorite” UOM and select the folder for the item to be saved.
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Step 1: Edit Item Details
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Step 2: Select Destination Folder
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From the Product Details...

1 Product Details - Google Chrome

@ Secure | https://solutions.sciquest.com/apps/Router/GeneralCatalogltemDetailsPopup?ltemld=220386209&ItemSource=0&RowInde: |

re

Close |

POLE PAD; 3-1/2"-4-1/2" DIAMETER; COLOR TBD
Supplier Barcelona Sporting Goods Price 199.75 USD

part Number 000690XX Quantity

Manufacturer Name Gill Add To Active Cart

Manufacturer Part 000690XX Add To Active Cart

MNumber Add to Favorites

Add to Draft Cart or Pending Transaction ID/Order
Add to Order Revision

System Packaging EA

Product Details

Supplier UOM EA

Supplier Size 12

Category Field sports equipment

Category UNSPSC 49161500

Color

More Information URL https://www.gillathletics.com/ar... 2
UNSPSC 49161500

Supplier Details

Select Add to Favorites and click Go. A screen similar to the one under the “From the Search” section
will pop up for you to change the nickname, identify a favorite UOM and folder the item is to be saved
to.
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Favorites - Accessing
From the home screen, you can select “favorites” located under the search at the top bar.
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Search Everything v m J

Go to: advanced search | favorites | forms | quick order Browse: suppliers | categories | contracts

You can update the quantities and “add to cart” all items you need to add to your order.
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POLE PAD; 3-1/2"-4-1/2" DIAMETER; COLOR TBD from Barcelona Sporting Goods 199.75
fumbe BOE30KK EA
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You can also access your favorites from the side bar menu... Shop, Shopping, View Favorites

] State of Delaware
elVigrketp

Home

Shopping

Shopping

Documents

Q

By Keyword

My Carts and Orders

Go To quick order  Brow

Shopping Home = Advanced Search

Contracts Admin

View Favorites | View Forms = Quick Order

Suppliers Browse By

Suppliers | Categories = Contracts

. Reporting

ﬁ‘ I TIi= 1 eMarketplace provides a familiar online shopping experience for

the State's most actively used contracts

Q Setup You can purchase any item listed in eMarketplace
regardless of vendor or contract.

i
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Comparing Items

Let’s say you are in need of a light filter for a fluorescent light fixture. You search eMarketplace and have
a few hits that come back. You can select a few items and then compare to see how they look side by
side.

You begin by clicking compare for the items you want to compare. After selecting the items you will click
on Compare Selected: X at the top of the page.

' [ OME Intranes ¥ e State of Deaware - My %V [3 Awaroed Contracts Dire % 2 Detawaregy- Offical | x V() THle 28 <Y 5 Google. B D Frocucisercn- a1 x w
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Search | Everything * | light filter m J
Gota: achvanced search | lavenites | foems | uick order Browse: supplers | categories | contract J L
Results for: Everything : light filter

Shewing 1 - 200 of 3728 Resuhs [T E]

Add Keywords 7| Results Per Page | 200 * Sort biy: Best Match . alPagei1 v oflaini?
(e | . LIGHT FILTERS FOR EVERY SEASON - FALL SPRING WINTER from School Specialty Ir 19.49
Filter Results. ? - ' ' m<:
By Custom Attribute
Ervergy Star 2 Classroom Light Filters, Tranqguil Blue Set of 4 from ETA Hand2Mind 29.75
c - ""1. @ Numib 57 EA
- T
TR
. . Classroom Light Filters, Whisper White Set of 4 from ETA Hand2Mind 2975
= B Part Numbe 7 EA
ackd favorite | remove ¥
& —_ Light filters for Every Season from ETA Hand2Mind 18.66
: Patterned Fluorescent Light Filters Set Of 2 from £TA 17.00
By Category N 9 .
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In this scenario you find the same product being offered by three vendors. You can see that the
Manufacturer Part number is the same across all three suppliers so it’'s simply a matter of adding the
lowest cost item to your cart.

y State of Delaware

") eMarketplace

® Shop | Snopping

Select
Add to Cart
Product Details ssiroom Light Filters, Whisper White Set of 4 Fluorescent Light Flters+ Wihicper White {Set oF 4

Catalog No.

Price

Supplier

Category
uom

Price per UOM 29.75 USD [ unit 29.71 USD / unit
Product Size

Price per Product Size Unit

Select units,.. ¥
Category UNSPSC 60101700 36121500
Color

Image URL hatpyfedn hand2mind.com/product... B tps:i/images kaglar Tifeata A

Manufacturer Name

Manufacturer Part Number 1231 B-1231

You can add the item to your cart by simply clicking Add to Cart or you can check the box above the item
and then click Go to Add to Active Cart.
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Shop - Shapping
= FILTERS CLASSROOM MOOD W...
= FILTERS CLASSROOM MOOD W...
1item(s) added to cart successfully
Select
IVICK ~MASK OXY N/REBR PED UNIV 5...
ikt o Add to Cart Q
Product Detalls per
[VICK MASK NONREBREATHING ADU...
Catalag No. -
Price 2975 UsD 2071 USD
MCK CANNULA O2 TPRD 7°TBG PED ...
Supplisr
Category pcteer rescurce material neoral classroom furnishing: " =
uom R o
1.299.46 USD
Price per LOM 2975 USD J uni 2871 USO / unit R
Product Size

Price per Product Size Unit

Sebect uniits... ¥

Category UNSPSC 60101700 56121500 80106207
Calor
Image URL batpredn handimind com/prodisct... B httpsy/images kaphs vicata 51 Mtpsu/stone schoclspecialt a
RFS Frlueatinnal Ineiahre FARNING RFSOLIRCFS INC ¥
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Quick Order

If you know your item #s you can use the Quick Order to add items to your cart quickly. You will start by
clicking on quick order under the search bar.

ﬁ“\ State of Delaware
- eMarkethace

W Shop  Shopping el Elc
Search | Everything ¥ @ m l
Go oo an 1 search | favoiises | forms | guick de Browse: pliers | categories | tract
Hm State of Delaware
- eMarkethace
W Shop | Shopping -

Quick Order back 1o shog

Everything

Add to Active Cart

After entering the Part Numbers you can click Add to Active Cart. One of two things will happen...

Only one item found with that Part Number: You will see the following... (Please note, in this case you
are not able to update a quantity. You will have to go to your cart to make the update.)

%

'Dwammm ' ) State of Detaware -y Y [ Awarced Condracss Oue. % ¥, ) Detavaregov - Offical | x ¥ 1) Tie 20 ¥ & Googe B cuickorger - m

Ly C | @ Secure | hitps/isolutions sciquest com

B apps [§ Suogested Shes Imported FromIE & Google [ ¢ Y Dase daktron;
H State of Delaware Courtney * & YA WLazmousD -
< ;eMarketpiace
W Shep  Shopping -
Quick Order back to shog
Catogory Everything

Part Number [SKU}

Add to Active Cart

Add To Cart Confirmation

Catalog No:
Description: M MOOD WHISPER WHITE - SET OF 4

Supplier:
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If multiple items found with that Part Number: You will see the following...

I o oveia 'V ) Stte o Deimvare - My %W [ Awarded Conracs Dire % ¥, ) Detawaregay - Offcal | % ¥ i Tee 20 ¥ G Gougin B0 oo« (e
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_Ef"""""’-:,' State of Delaware

"/ eMarketplace ' — :

® Shop © Shopping - Shogr

Search | Everything i m J

G0t advanced search | favoribes | forms | Guick order  Browses suppliens | categories | contract

No exact match or multiple matches found. Refine search or select a result below.
Results for: Everything : 11231

Showing 1 - 4 of 4 Results

Add Keywords T Results Per Page | 200 ¥ Sortby: Eest Match v s Pagelofilel ?
= FILTERS CLASSROOM MOOD WHISPER WHITE - SET OF 4 from S pedialty Ing 29.24 U
7 Numbe 13 4 EA
Fiter Rl : e A Vi g
By Custom Attribute
Made in USA Fluorescent Light Filters - Whisper White (Set of 4) from Kaplan Early Learning 29.71
a Pirt Numbe EA

By Supplier h N 1231+ edvcptions! bkodis ;
plar u a m

g Scientifi 155.14
1/EA

] CDP-Choline, Enzo Life Sciences EI123-1000 from s 181.82
: Pa mbe g 4 Htem, EA
By Packaging UOM midact

In this case you will update the quantity for the item you want then Add to Cart.
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Carts

I've built my cart and ready to submit my order. Based on my profile role, what can | expect to happen?

Cart Numbering

When you create a draft cart, your cart will be assigned a cart name. The default name for the cart will
be year-month-day employee id ## (for example: 2017-08-16 123456 01). This is a field you can change
by clicking on Click here to Add Information (for example: December Janitorial order). Your draft cart
will also be assigned a draft Transaction ID. This can be found in the bread crumbs line at the top of the
screen.

L1 e e B OO UTIE MY R Y L] ARG LENIACTE W % LW GEY - IR © Ry 1o Ry LD TR VINIISGN | R\ IR S =

A eMarketplace l

My Cans s Deckers er

& Please Note: If your order is over $5,000 a PO number is required. Please ensure your PCard information is comect if you have selected the P Card method of
payment.

Once you have reviewed the details, you may continue by dicking the button at the top of the page.

Tramsaction Transacticn D
S Order Proview Comaments ATachments  Hestory
Approvals

Summary  Biling / Payment Optiors  Shipping fequired State of Celaware PO Supplier Info Tawei/S4H =T

General T Enternal Notes and Attachments T Billing J Payment Opteons

aar-oe-ve 2 e Chick haw i e
10 At ok b Add e
Infarmatio [a— Intwrmatian
i a . Sz Abtached om
External Motes and Attachments " e N SHe.
Click here Trbinivn stipiy
v
Astemation

Cradin Card Info Clih B

Once your order has been successfully submitted it will an PO/Reference No. that starts with SQ.

Allaimp] 5

[ OME intraret % Y ay State of Defaware - Myl x 1 [ Awarded Contracts e % 1 (s Delaware.gov - Official ¢ % | sy Tithe 39 = 0 [Y Status - Order SO0015 x| @8 Enowledge Search = Jag x E L]
“« O | @ Secure | hitps//sobutions sciquest.com, b 14 eMavLovel1=Nav r atchBibav sReadt fld 1 N + ® H :
2 apps [ suggested Sites Imported Fram B & Google [} OMBntranet [ Date [Y dakironc Other bockmarks

A=23y State of Delaware

Q,__,‘;‘f' eMarketplace

W) Decuments - Docurment Seasch | Sear ety ¥

* Back to Search Results * 3of 54 Results * Order Number(s) 5000019044 ¥

ceMo.  SQO0019044 Revision 0 Available Actions | Add Comment Al c- |
WW Grainger, Inc.

Order

Status Order Revisions
Approvals

Shipments | Comments Attachments Histary

7 Document Status T

AP status
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Order Review

Let’s start by clicking on the shopping cart in the blue box on the top right hand side of the screen and
selecting View My Cart.

'DOMBMBIM ¥ e State of Deaware - My %V [3 Awaroed Contracts Dire % 2 Detawaregy- Offical | x V() THle 28 AT B & con-si0s5130 - Do m
Ly C | @ Secure | hitps/isolutions sciquest com t ' § 1 + ® ®

#7 Apps [ Suggeste Imperted From1E & Google [} OMBIntranet [§ Date [ dakironic Cther bockmarks
: ) State of Delaware
" eMarketplac
2017-07-26 118003 01
® Shop My Carts and Orders pen My Act

= FILTERS CLASSROOM MOOD W...
¥ Shopping Cart o couney ecan

Mame this cart: 2017-07-2¢ [ = FILTERS CLASSROOM MOOD W...

Share my cart with others
FILTERS CLASSROOM MOOD W...
& | velp | Empty

M.CK MASK OXY N/REBR PED UNIV 5...

Have you made changes? | Update

@ Barcelona Sperting Goods e i

Product Description

POLE PAD; 3-1/27-4-1/2" DIAMETER: COLOR TBD

MCK MASK NONREBREATHING ADU...

1,328.70 USD
(G Fisher Scientific o i

Product Dascription

Unit Price Quantity Total
Platform Shakers [Rotating]: Thermo Scientific; Tube Revolver; 10 to 40rpm rotation speed; Combination of 4 paddles of: 7 x 326.90 1 326.90
10/15ml tubes, 7 x 5/TmL tubes, 15 x 1.5/2mL tubes, 21 x 0.5/0.8mL tubes, one paddle of 6 x 50mL tubes; Cord set; 1/EA A g 400 USO
B8381002 T Handling 0.00 USD
Update
Part Number
02 - (Therma Sci Asheville) L

Here you can view the items in our cart, you can modify quantities, delete items, etc. Once you have
reviewed the order and are ready to move forward you can click Proceed to Checkout.
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Review your Cart
When checking out, it is important to remain on the Summary tab. “Bouncing” between the tabs will

cause frustration and confusion.

The first time you checkout, the Bill To and Ship To address boxes will be blank. The directions below will
walk you through adding the address and saving it as a default so you do not have to populate these

fields with each order.

o State of Delaware
eMarketplac

W Shop My Carts andd Orders |+ Cpen My Active Shoppeng Cart =

m B internal Notes and At ® tiing / Payment Options | B External Mates and Attachments

41 Retuirn to shopping cart 41 Continue Shopping

e Please Note: If your order is over $5,000 a PO number is required. Please ensure your PCard information is correct if you have selected the P Card method of
payment.

Once you have reviewed the details, you may continue by clicking the button at the top of the page.

Transaction Transaction ID
{1} Approvals
Summory | Billing / Payment Options | Shipping | Required State of Delaware PO | Supplierinfo | Taxew/S&H

Order Praview  Comments | Attachmants History

General 2 Internal Notes and Attachments i Billing / Payment Options
Cart Name 2017-07-26 [ o2 Clckhers | [nternal Note Click hers | 81l To ek hers
Description e Internal Astachments toAdd || Bill Te: Courtney MeCarty AL
. & i e tnformation Information | Foom/Ste/Floos Infarmation
epared by Courtney McCart . 3
pared by y y Ada Attachments  Stze  Attached on O of Mgt and Budget STE 4
Order Clauses : 100 Enterprise Place
Gevt Suppart Servs Contracting
Division 100244 - OME/Contracting Dover. DE 19904
(100244 Unéted States
Billing / Payment Options Chick here
jotes ittachmen ?
Eiternal Mtes and Minchmmt, Payment Methad Invoice Me Later ta Add
Note to all Suppliens Click here Infarmation
astachments for all suppliers 43 Aid.
Informstion
i priachmerss Size Attached on Credit Card tifo e
“WARNING™* I you have selected P Card and the credit card | to Add
infarmation is not populated. your Transaction will be returned. | Infermation o

Now, let’s work your way through each block...
> General: If you Click here to Add Information, you can change the Cart Name and add a Description.

General

Cart Name 2017-07-26

Description

Prepared by Courtney McCarty
Division 100244 - OMB/Contracting (100244)

EX cancel
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> Internal Notes and Attachments: If you Click here to Add Information, you can add a note that
would be visible internally (Approver, etc.) You can also add an attachment, such as a requisition.

> External Notes and Attachments: If you Click here to Add Information, you can add a note that
would be visible to the vendor. You can also add an attachment, such as a requisition. (For example:
you can order a week’s worth of milk and notate in this section what should come on Monday,
Wednesday, Friday.)

Add Attachments

(Screenshots for Internal and External Notes and Attachments are very similar.)
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> Billing/Payment Options: In this section you are going to Click here to Add Information three times,
at least the first time.
0 Bill To: The first Click here to Add Information you are going to select our Bill To Address.

The first time you are going to select from state approved addresses, then keyword search
the address. Addresses were initially loaded as they appeared in FSF. In some cases Street
can be shown as Street, St, St. It is recommended you don’t type the address completely. In
the example 100 Enterprise was used for the search. In the screen shot below, you will see a
name for each address option | received. Most addresses with start with an agency
description.

NOTE: If you work within DSCYF you will want to choose an address that starts with CYF,
not ELE. If you choose an address outside your organization your cart will be
rejected.

Once you click select the address will populate (2" screenshot). You can check the box next
to Save this address for future use and then check the box next to Check this box to make
this the default address in the future. Once you are done you can click Save. Please note
the person creating the cart is the name that will populate in the Bill To field. You can
change this field, if you wish. You can also use the Room/Ste/Floor field, if appropriate.

B i -y E o) 2= Hilling § Faumant (nhians L]
- L O 2, = T x
@ Seane | biips.) sohiiors schpsstoom

=
| Bill To

Address Details
il To:

Zip Code

E E - Country

L

Cancel

0 Billing/Payment Options: The second Click here to Add Information will need to be
completed with each order. After clicking the button you will select Payment Option/Enter
State PO# if available. From the drop down you can select: Invoice Me Later or P Card.
Once you have made your selection you can click Save.

0 Credit Card Info: The third Click here to Add Information will need to be completed anytime
you select P Card as the Billing/Payment Option. Enter your credit card details and click
Save. While you can save a credit card, for convenience, it will not store the security code.
You do not want to click manage your cards... Using this option will not give you the
opportunity to add your cards 3 digit security code and your cart will be rejected. Use the
Click here to Add Information button. Here you can select your stored card and enter the
security code.
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> Shipping: You will populate this address the same way we did the Bill To Address above.

> Required State of Delaware PO: For each order you will need to complete this section. After
clicking, Click here to Add Information you will click Payment Option/Enter State PO# if available.
From the drop down box you can choose No — No Further Action Necessary or Yes — Populate PO
Field Below. Please note you will not enter the PO # in this section of the order Summary.

That completes the Order Summary Basics. If you are not using a Purchase Order you can proceed with
placing the order or assigning the cart. If you are using a Purchase Order you need to enter the PO#.
Because a cart can have multiple vendors in it (your internal policies may restrict this.) the PO# is
entered at the Supplier Details. This will be just below the Shipping and Required State of Delaware PO
Boxes.

You will once again Click here to Add Information. A text field will appear where you can enter your
State of Delaware PO#. Once complete click Save.

| AL I P TR e (PT e (P B = DR - -~
Secure | hitp utions seiquest.com 7 e H = u LA

Imported FromIE & Google [§ OMBIntranet [4 Dase [Y daktronic Other bookmarks

State of Delaware Courtney McCarty > ¢ |4 4 W
“/ eMarketplace

My Carts ard Cxers © Open

Information

ize  Attached on Chck here
to Add

Informatien

Shipping ? Required State of Delaware PO

ship Te Click hers | Purchase Orders are required for orders cver 55,000 Chick hers
c to Add Authorized PO Vs to Add
Information Pl w Information

Supplier / Line Item Details

Click here
12 Add
Infermatian

Barcelona Sporting Goods

Product Daseription Catalog No Ext. Price

1 POLEPAD; 3-1/2°-4-1/2° DIAMETER; COLOR TBD ¢ ! CODEHNE 12 Click hare
EA o Add
Infarmatien

rer Mame

acturer Part Number  DO0S90XX
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Placing your Order

You are now ready to place the order. The following instructions will be based on the Shopper &
Requester Roles.

Shopper

> You will have one option — Assign Cart. After you click Assign Cart a box will appear. You will first
click Search for an assignee. You can search by any of the available fields or you can simply click
Search and it will bring up all your available options. Click Select for the appropriate person and then
Assign. You will receive a message similar to the screenshot below, showing the cart has successfully
been assigned.

Vommm o i g AT
< C | @ Secure | hitpsy/usertestsciquest.com. nCor tion?F 04 Juest ! ] \ctualAssigr S853948tmst 1 :
Imported From B & Google  [J OMBIntranet [3 Date [3 dakironic
State of Delaware Courtney McCarty > % ™ & Wooou

'eMarketplace

hop My Carts and Orders

W Cart Assigned

Next Steps

Transaction 1D Summary
2042687
2017-10-23 courtney.mecary@state.do.us 01

556.09 USD

Requester

As a Requester you can submit a Shoppers cart or create and submit your own cart. Submit Requisition
will send the order to the vendor(s) for processing.

Submitting Shopper Cart
You received a notification that a Shopper has assigned their cart to you, now what? You can access the
cart, one of two ways...

From the top right hand side, clicking on the bell and then the cart assignment notification.
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Foom  Nowammn Ve B R
« C | @ Secure | hitps//usertest sciquest.com/ag « ® B :
#2 apps M Suogested Sites Imperted From IE & Google [ OMBintranet [4 Dase [ daktonic Ceher bockmarks.

@s:areuroe:ame Courtney McCarty » % 2 &% W 30165 USD :

"/ eMarketplace

W Shop > Shopping. > Shopping Home = Motifications
Shopping, Carts & Transaction 1Ds
Searchin
4 A Cart Has Been Assigred
N Shor Catalog Managemaent

saich Everything v | Product Kepwoed: riptian, Suppller, Matutscture Supplier Content Has Been Updated for Sherwi..
Sharteuts Browse

Favorites - Forms | Quick Cdes Suppliers = Categaries | Contrac

This action will bring you to the Assigned Carts list. You can also get here from the left hand side menu
(Shop > My Carts and Orders > View Carts > Assigned Carts).

E‘i@ State of Delaware Coutney McCarty = dr 8 4l
& eMarketplace

® Shop » MyCaitsand Orders * Veew Carts = Assigned Cants =
Cart Management e Conotanea Cor ([ ERRRERY *
Al 1™ signed Cart

18 of & Results 20 Per Page ¥
Type = Shopping Cart Name = Cart Description Date Created = Total = Created By = Assigned To = Action
Sormal 2015-08-14 118003 01 BI14/2015 $7.23USD  Courtney McCasty Peter Korotk View
Mormal 2015-08-19 118003 06 &/19/2015 431050 Courtney McCanty Patar Korohdk View | W
HNosmal Happy Hour 6/9/2016 53.10USD  Courtney MeCanty Dean Stotler View | ¥
tgrmal 2016-11-10 144627 01 1171072016 L1091 USD  Michasl Bacu Courtney McCarty View | ¥
Horrnal 2017-03-27 170451 01 32772017 12681 USD  Shannon Wrobel Courtney McCarty View ¥
Normal 2017-04-04 michael.bacu@state.de.us 01 45472017 58600 USD  Michael Bacu Counney McCarty View ¥
Hormal 2017-06-09 masiafry@state do.us 01 580,73 USD  Maria Fry Courtney McCarty View | ¥
HNosmal TEST SITE ORDER 3743 USD  Courtney MeCanty Courtney McCarty View | ¥
1-8 of & Results .

Click on the appropriate cart name to view the order. Once the cart has been brought up you can review

the order details.

» If no edits to the cart are required and you are approving the order you can Proceed to Checkout.
Review the Summary tab to ensure all required information has been filled in and accurate. Once
satisfied click Submit Requisition.

> If edits are required to the cart and you wish the Shopper to make the changes you can Return Cart.

A note box will populate so you can include a message to the shopper on why the order has been
returned.
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Assign a Substitute

You are the only Requester for your Office and will be on vacation for a week. Orders may need to be
reviewed and approved while you are out. What do you do? Assign a Substitute. Please note this person
will need to have the Requester role in order to process orders in your absence.

From the left side menu select Shop > My Carts and Orders > View Carts > Assigned Carts.
1. Click the Assign Substitute link.

2. From the User Search window, and enter sufficient details to find your substitute. Click select
next to the appropriate person. Your assigned carts tab will now show your current substitute’s
name.

3.

When you have returned and the substitution is no longer needed click End Substitution.

' [ OM8 Intranet x ¥ () State of Detaware Myt x ¥ [} Awarded Contract Deta X ¥ sy Detawaregov- ot x ¥ (s Tie 23

<« C' | @ Secure | https,//usertest.sciquest.com/apps/Router ViewAssigned

22 apps M Suggested Sites Imported FromIE G Google [§ OMBIntranet [} Date [3 daktronic

a2y Stateof Delaware
¥ eMarketplace

| W Shop > My Carts and Orders

Cart Management

Draft Carts | Assigned Carts ™
Current Substitute: Michael Bacu  End Substitubion

» Filter Assigned Carts

1.8 nf & Reculte

Please note that your “substitute” will not receive a system notification that they are substituting for

you. Make sure you let them know. When they do sign in they will see under Assigned Carts that they
are filling in.

™ Shop My Carts and Orders ~ View Carts = Assigned Carts =

Cart Management

Create Consolidated Cart Create Cart i

Draft Carts Assigned Carts

Assign Substitute
Substituting For:
Courtney McCarty

> Filter Assigned Carts

1-6 of 6 Resulis 20 Per Page =
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Tips and Tricks

To help you navigate the system a few tips and tricks have been incorporated. If you run across
something that you cannot find the answer to within this document you can check out the training
snippets and FAQs online or send an email to eMarketplace@state.de.us for further assistance.

Re-order Item

Let’s say you need to reorder an item; however, it was not saved as a “favorite”. If you know the order
number you can open the previous order, mark the item, and copy it to an active cart. Refer to
screenshots below for guidance.

From the side menu bar...Shop > My Carts and Orders > View My Orders (Last 90 Days)

'D OMB Intranet x',_@) State of Delaware - Myl )('__\_ly State of Delaware x'-g-l_. Titie 29 va Google
“ & | @ Secure | httpsy//usertest sciquest.com/a
2% Apps  [3) Suggested Sites Imported From [E & Google [ OMB Intranet [ Date [ daktronic

State of Delaware

| My Carts and Orders

Shopping
o M
My Carts and Orders

Admin I

Select the appropriate cart, by clicking on the Transaction ID No. (You may have to adjust the search
period.)

# riome

eMarketplace

W Shop My Carts and Oeders

showing N of 1 Results Rast 90 days (2/23/2017-5/23/2017)
-l 0 v est match Ll * Pagelofl =
Saiirchi Dutails . Fasult 2 Sortby:| Best ma agelofiiel 7
Transaction 1D No. Supplier(s) Transaction ID Mame Requisitioner <tion ID Date/Time Transaction ID Total
Search Terms 1763326 24 Promega Corpara 2017-02-02 I o1 Courtey MeCarty 44 P 833110 USD

Prepared For

When the order opens you will be on the Summary tab, you will need to scroll down to see the items
included in the previous order. Once you have identified the item you need to reorder, check the box
next to the item.
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http://mymarketplace.delaware.gov/emarketplace/training/
http://mymarketplace.delaware.gov/emarketplace/training/
mailto:eMarketplace@state.de.us

oA ENdrreLpldee

W Documents  Document Search  Search o

Supplier / Line Item Details ?
ne ftemis | Add to Favorites L co |
Promega Corpoeration
Product Description Catalog Mo Size / Packaging Unit Price  Quantity Ext. Price
1 ¥ DCES30 PowerPlex 16 System, 400 reactions gy DEE530 490Reaction 824410 1EA 8,244,10 USD

EA

41106103

2 ¥ DC9271 PunchSolution Kit, 100 preps re el DC927L 100 preps 8700 1EA 87.00 USD -
EA

rifacturer N

a Carporation

Go to the For selected line items just below Supplier/Line Item Details header and select Add to Active
Cart from the drop down. Then click Go.

'DOMBMWM x‘_'u_q State of Delawi x'ﬁ Anprded Vero: x'l}mtw x‘_r,.l AngelTra | Ho: x'::. Sane of Delaws K‘\y Titke 259 ¥ 5 Google "J.‘:" Summary - Tr *m

Tt son com.
ImponedFrem[E G Google [Y OMBIntraner [3 Date [ daktronic
5 State of Delaware
L t+!
1 eMarketplace
& Dosurmerts - Document Search - Search
Supplier / Line Item Details ?
Promega Corpoeration
rantaction IC
Product Description Catalog No Size / Packaging Quantity Ext. Price
1+ DCB530 PowerPlex 16 System, 400 reactions gy DEES30 400Reaction 824410 1EA £,244.10 USD
EA
Banaifactures Mar
2 ¥ 8271 PunchSolution Kit, 100 preps gy more < DEsTL 87.00 1EA sroousp ¥

actures N;

Supplier subtotal
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The item will appear in your active cart and you will receive the following message. After clicking Close,

you will remain on the previous order details. Click Home to continue shopping or click on your
shopping cart to Proceed to Checkout.

———
’E Add to Cart/Transaction ID - Google Chrome gg

@ Secure | https//usertest.sciquest.com/apps/Router/AddDoclineltemPopup?

2016-06-09 118003 01

Added Successfully ?

Catal
Supplier aNaoog Description  Quantity

Promega DC9271 1
Corporation DC9271 PunchSolution
Kit, 100 preps
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Managing Your Cards

While you can store your credit card, it does not save the security code. When in the checkout process if
you “manage your cards” instead of “Click here to Add Information” you will not be prompted to enter

the security code and your cart will be returned.

’ [ M Tntranet % ¥ @ State ot Delaware - My *XB Ve e aly %Y G Google R 0 summary - 91935668 xm
- C | @ Secure | hitpsy/solutions.sciquest.com, ster/ReqSummary Re 1=t " 1 35741 # @ | :
Other bockmarks.

Apps [) SuggestedSites  ImportedFromIE G Google [) OMBlnuanet [} Date [) dakiromic

State of Delaware

“{‘_f,—é eMarketplace

W Shop My Carts and Orders ) Open b

General ? Internal Notes and Attachments 1 Billing / Payment Options 2
Py e R Gerhers | BT e
wAdd | Ninchinerks teAdd | Bill To: Courtney McCarty 1o Add
i Information Information || Rom/Ste/Ficor Intormation
Courtney McCarty e i
y ¥ chmeots | Skee  Attached on Ofc of Mgt and Budget STE 4
100 Enterprise Place
Govt Support Servs Contracting
ies, OF 1
Division 100244 - GMB/Contracting Derees, DF 15304
{100248) United States
Billing / Payment Options Chick here
Extamal Motes arid Attacheerts ¥ payment method Invoice Me Later to Add
Note to all Supp Clck here Information
Attachments for all suppliers paddd
Information
s awscnmars | Size Attached on Cradit Cord Info
“"WARNING** If you have selected P Card and the credit card
information is not populated, your Transaction wj o
ma
shipping ? Required State of Delaware PO 7
Ship To. Click hare Purchase Orders are required for orders over $5,000 Click hare.
Attn: Courtney McCarty toAdd | Authorized PO No to Add
Room/SteFloor Information No Further Adion Necessan Intormation
Ofc of Mgt and Budget STE 4
100 Enterprise Place
o it by lne e

Govt Suppart Servs Contracting
Dover, DE 19904
United States
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Shared Carts

In order to create a Shared Cart group, the creator must have Shared Cart permissions. Permissions can
only be given by Central Administrator. Once permissions have been granted...

Shared Cart Set-up
From the side menu, select Shop > Admin > Manage Groups for Shared Carts

' [ Home/Shop ® ol i
W
C | & Secure | hiips/isolutions. sciquest com fe® M
Impeeted FromIE G Google [} OMBlawanet [) Date [1 dakirenic Cther bockmatks

Courtney McCarty * %  [%2 & W 58411 USD

o Browse: suppliers | categnties | contrac

lies and Equipment

m Agathos IE:‘:oratnruns_ Aramwco, Inc Arrow Safety Device o Pl @

Campany

Click Create New Group. Name the group and Save. To add individuals to the group click on user, under
User Group Members. Once you have added your individuals save.

Shared Cart Creation
1. Create a draft cart and select the box Share my cart with others.
2. Select the group the cart is to be shared with.

*The other users in the group can then have visibility to the cart. They can lock the cart so that no
one else can make changes while they are working on it.

l/x) State of Delaware
A=t

eMarketplace

W Shop ~ My Carts and Orders ~ Open My Active Shopping Cart =

= Shopplng Cart for Courtney McCarty -

Name this cart: 2017-10-23 |1

Share my cart with others ¥ | Gss Contracting ¥ | View Members

Have you made changes? | Update | | Update and Unlock | (&) | & 1
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Returned Cart

You double check your cart before submitting and are confident you did everything correctly, and then
an email pops up that says your cart was returned! What happened? At the very bottom of the email
you will find a reason for the return. It is below the closing salutations so can be hard to spot (refer to
screenshot below so you know where to look.)

The following note was attached to this transaction ID duning the refurn: This Order has
been refurned because the Ship To Address that you specified is not available for your
Division. If you require this item to be shipped to the address vou selected. please contact
vour Division Administrator for assistance. The Order is being returned because you didn't
specify a P-Card or a Stafe of Delaware PO number. One of these is required.

Reasons for Returns and how to fix:

Reason: The Order is being returned because you didn’t specify a P-Card or a State of Delaware PO
number. One of these is required.

What: Chances are you entered your P-Card information; however, missed selecting P-Card as the
payment option (or entered the P-Card details using manage my card, instead of Click here to Add
Information. For this error, click here to go to section covering this error.)

Fix: If you open the cart and go to the Summary tab, you should see a yellow box on the right hand side
stating Required Entry. Simply click on the pencil in the yellow box (or “click here to Add Information”).
Click Payment Option/Enter State PO# if available and select P Card from the drop down menu. You
should now be good to go!
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Reason: This order has been returned because the Ship To Address that you specified is not available for

your Division.

What: The address is correct, but is it? Does the location have multiple agencies? You may have
inadvertently selected another Agency’s address (Example: DHSS selecting a DSCYF address)

Fix: Double check the address. From the address search box, you will see a “Name” assigned to each
address. Does the “Name” you originally selected have your Agency abbreviation associated, or another
agency’s? Using the screenshot below as an example: working within OMB, my order will not go through

if the ELE address is selected.

"] https://solutions.sciquest.com/apps/Router/AddressSearchPopup - Google Chrom:

@& Secure | https;//solutions.sciquest.com/apps/Router/AddressSearchPopup

[+ Click to filter search results ?

Results Per Page | 200 ¥

@ Name

ELE KC ELECTIONS

J

OMB GSS-Contracting

U

OMB GSS-Directors Office

OMB GSS-Fleet Sves

OMB GSS-Messenger Services/K

Addresses Found: 6
Address

Bill To: Courtney McCarty
Room/Ste/Floor:

MAIN OFFICE SUITE 5

100 ENTERPRISE PLACE
KENT COUNTY ELECTIONS
DOVER, DE 19904

United States

Bill To: Courtney McCarty
Room/Ste/Floor:

Ofc of Mgt and Budget STE 4
100 Enterprise Place

Govt Support Servs Contracting
Dover, DE 19904

United States

Bill To: Courtney McCarty
Room/Ste/Floor:

Ofc of Mgt and Budget STE 4
100 Enterprise Place

Govt Supt Svc Director's Ofc
Dover, DE 19904

United States

Bill To: Courtney McCarty
Room/5Ste/Floor:

Ofc of Mgt and Budget STE 4
100 Enterprise Place

Govt Supt Svc Fleet Svc
Dover, DE 19904

United States

Bill To: Courtney McCart
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Order History

Not sure the order went to the vendor? Let’s take a look. From the side bar menu, select Shop, My Carts
and Orders, View My Orders (last 90 days). If you need to expand the date range you can do so once
the search details populates. You will see something similar to the screenshot below.

™ Shop My Carts and Orders - View My Orders {Last 50 Days) =

Showing 1 - 12 of 12 Results

Cearch Details = Results Per Page (20 7

Transactlan ID Na.

Search Terms 1763326 %

Prepared For
- g 1591148 4
Courtney M

Filtered by

Date Range: All Dates bz i

4= 1405030 &

1409452
Refine Search Results ?
1408608 [y

Supplier(s)

All Dates

Sart by: | Best match
Transaction ID Name
2017-02-02 118003 01

2016-06-09 118003 02

2016-06-09 118003 02

science stuff

2015-08-20 118003 01

2015-08-19 118003 05

Courtney Mcl

Courtney McCarty

Courtney Met

Courtney McCarty

Courtney McC

Courtney McCa

1D Date/Time

A4/2T/2017 344 PM

6/9/2016 10:53 AM

+|Page1oflie] 2
Transaction ID Total
B.331.10 USD

12,504.41 USD

000 UsD

0.00USD

6,730.80 USD

6303 USD

» The checkmark next to the Transaction ID No. means the order has been sent successfully to the

vendor(s).

» The two arrows circling each other, means the order is pending for some reason.
> The red arrow point to the left means the cart was rejected for some reason.

To expand the dates, under Refine Search Results, select the appropriate option under Date Range from

the drop down.
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