HOW TO DISPLAY A MARKETPLACE REQUISITION:
NOTE: The requisitions displayed in these instructions will not match the video.
Log Into Marketplace through the TXST Portal:
a. Go to the TXST Website and select the Menu.
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The Faculty and Staff Screen will expand and select SAP PORTAL
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SAP Portal Access will be associated with your job role.

In the General Business APPS, you will see these tiles.

SAP Easy Access = SAP Requisition

TSUS Marketplace = Marketplace Requisition
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When selecting the TSUS Marketplace Tile, the next screen will come up:



To Display a Requisition, type in the REQ number in the REQUISITION SEARCH TAB

Go forward one page (Alt+Right Arrow)
Right-click or pull down to show history
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Advanced

Search for products, suppliers, forms, part number, etc

Welcome to the TSUS Marketplace.

https://www.txstate.edu/procurement/

STAPLES

Need a new office chair?

You can now schedule a day and time to
demo chairs from Staples to help with
your decision making. A showroom of
chairs has been set up in JCK 512. Please
contact our front office at 5-2521 to
schedule a day and time to demo the
chairs.
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Please contact the Purchasing Office by
phone at 5-2521 or by email

at purchasing@txstate.edu for any
questions or concerns.
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Example of entry the Requisition number you want to display / Enter.

back one page (Alt+Left Arrow)
ht-click or pull down to show history

Simple Advanced

Search for products, suppliers, forms, part number, etc
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This screen will pull up and show you where the REQ is in workflow:

In this REQ 173113436 example, the REQ is at the Cost Center Review.

Requisition * 173113436 = ® ® @ - 1of1Resuits ¥ < >

Summary axes/S&H PO Preview Comments Attachments History

COVID-19 N

Subtotal 130.19
WorkQuest o value Shipping 0.00
Handling 0.00
Accounting Codes cee V 130.19
Account Assignment Category K
What's next? v
Material Group G1 Workflow -
Goods, Supplies & E
Storage Location ALK2
ALK 209 - Alkek Library, Admin Vv
Purchasing Group CPO
offic oo
Centrat P ! Initial Budget Check
\/ Completed
PO Type BC
Bobcatalog Loca
Cost Center Review
Limit no value Active
Expected Value no value
Second Budget Check
Overall Limit no value Futire
Valid Start Date (Enter MMDDYYYY) no value
Create PO
Future
Valid End Date (Enter MMDDYYYY) no value
Fund Cost Center Internal Order WBS Element G/L Account Asset Asset Sub-Number Finish
Future

2022001023 1210000000 no value no value 730000 no value no value

Powered bv JAGGAER | Privacv

If you click on the cost center review button, you will see who is next to approve in
workflow.




In this REQ 173110109 example, it has processed through workflow and issued the
Purchase Order

Requisition *+ 173110109 = ® ® @ --- 1of1Resuts v >
Summary Taxes/S&H Comments Attachments History
Accounting Codes el WV
:
Account Assignment Category K Total (194.62 USD) v
Cost Center

Shipping, Handling, and Tax charges are
Material Group G1 calculated and charged by each supplier.

The values shown here are for estimation

Storage Location ENC5 purposes, budget checking, and workflow
Health Admin approvals
Purchasing Group CPO Subtotal 194.62
Central Purchasing Office Shipping 0.00
PO Type BC Handling 0.00
Bo! g Loca
194.62
Limit no value
Expected Value no value
P Related Documents b
Overall Limit no value Purchase Order: 3100232325 =
Valid Start Date (Enter MMDDYYYY) no value
' What's next? v
Valid End Date (Enter MMDDYYYY) no value Workflow 0 -
Fund Cost Center Internal Order WBS Element G/L Account Asset Asset Sub-Number
Vv
2000011023 1324100000 no value no value 730000 no value no value
Des Method Health Admin Consumable

Supplies

You can double click on the Purchase Order, and it will bring it up to view.
A copy of the PO should be in your worklist for you to print or review.

Congratulations!
You know how to look up a Marketplace Requisition, viewing workflow approval and how to
view the purchase order.



