MFMP Refresher Requester Training – Practical Exercises 

Practical Exercise #1

Login 
· Open Internet Explorer

· In the address link, type in: http://myfloridamarketplace.com
· Click on the “Buyers” link
· Click on “Buyer Toolkit”

· Click on MFMP Training Materials

· Click on MFMP 2.0 Training Site

· Add this location to your Favorites as MFMP 2.0 Training
· Type in your user name (as assigned to you by your agency system administrator)
· Type in the password of:  train20 (password is case-sensitive)

· Click “Login”

Delegate Approval Authority

· At the Home Page, locate your Preference bar and click on “Preferences”

· Click on the Delegate Approval link

· Click in your drop down and select “Other”

· Type in the first and/or last name of the person who would be your MFMP “backup” (sometimes less is more appropriate than more with this search)

· Once the user is found, click on the  “Select” button which will return you to the Delegate Approval Authority page 

· To populate the Delegation Start Date, use your calendar icon and select next Monday
· To populate the Delegation End Date, use your calendar icon and move forward to select one week from next Monday
· Enter in the Delegation Reason field:  Approved annual leave
· Click “next” to view your Approval Flow to ensure your supervisor is the required approver

· Click “next” to review the changes you made to ensure they are all appropriately entered

· Exit and delete (will not submit during this training exercise) 

Review and modify Email notification preferences for Requisitions
· At the Home Page, locate your Preference bar and click on “Preferences”

· Click on change Email Notification Preferences link

· Click in your dropdown for Edit Preferences and select Requisition

· Once the next page refreshes, towards the bottom of the screen, uncheck the box next to:  “Each time my document is approved or denied”
· Uncheck the next box:   “When my document is fully approved”

· Click “Save” which will return you back to your Preferences page.  Click on the “Home” button to take you back to your Home Page
Practical Exercise #2

Create a Catalog Requisition (purchase of recycled copy paper)

· Access your Favorites and click on the MFMP 2.0 Training site link 

· Type in your user name

· Type in your password

· From the Home Page click the “Requisition” link under “Create” on your shortcut menu

Title Page

· You will now be in a requisition at the Add Title page

· Enter the Title, PO start date and PO end date based on your agency’s practices

· Leave the fiscal year as 2009
· Leave the encumber funds box checked

· Click “next” to add your items

Searching the Catalog

· On the Add Items page, click on the Options link and leave open

· Click on the selection “Show all Search Options” under views (it is at the bottom of the list so you will have to scroll down)
· Type in 8.5 x 11 (include the spaces) a semicolon (;) and white in “Keywords (And)” field
· In the Recycle search field, click in the dropdown and select “Yes” 

· In the Supplier search field, click in the dropdown and select “Mac Papers” (they will be the only supplier to populate in this field)
· Find the item that contains “c-645-120-710-1101” as the Supplier Part # (Note:  you can use your Ctrl key and “F” and type in the above # in the search field to easily locate this number) 
Add to Shopping Cart

· Change the quantity to 100 and then click on the Add to Cart button
· From your “Shopping Cart”, click the Checkout button
Checkout/ Editing line items

· From the Checkout page, scroll down and notice the error message “The line item contains one or more invalid fields”
· Click on the checkbox to the left of the line item # (if not already checked) and scroll down the page and select “edit”

Practical Exercise #2 (cont’d)
· Scroll down the page under Line Item details to the Method of Procurement field which is highlighted, click in the dropdown and select “A”

· Scroll down the page under Accounting by Line Item and click in the dropdown next to expansion option and select “Other”

· Select the EO (Expansion Option) 

· Now that all of the balance of the accounting errors have gone away, scroll back up the page and click “OK”

· Click on “Add Items” on your shortcut menu or “Add Items” under your Line Items

Adding additional line (as a Non-Catalog item)

· At the Catalog Page click on the button “Create Non-Catalog Item”

· In the Full Description field, type in “Inside Delivery as per the state term contract rates at $1.25/carton”

· In the commodity code field, click in your dropdown and select the word “Other”

· Enter the commodity code 645120 in the search field and click search

· The item returned should be “Paper, Bond, Cut size; …”  Click on the select button

· Click in your dropdown for Vendor Location and select “Other”

· Change the search field to “Company” and type in “Mac Paper” in the next field and click Search

· Select the vendor located in (city closest to your work location)

· Under Method of Procurement click in your dropdown and select “A”

· In the next field:  State Contract ID, click in your dropdown, select other and type in 645-120 (you must include the hyphen and no spaces), then click search (note:  most commodity codes represent the first 6 digits of the contract number)

· The contract # 645-120-04-1 should return, click Select

· The quantity needs to match the total number of cartons we are purchasing, therefore type in “100”

· At the price selection, type in $1.25 – be careful to ensure your decimals are in the correct place

· Click “OK”

· At the “Shopping Cart” page, click on Checkout on your shortcut menu

Checkout/ Editing line items
· Notice that your line items have changed to “2”

· Scroll down within this window and you will see the error messages for line #2 

· Scroll back up the page until you see line #2 and check the box to the left of this line item

Practical Exercise #2 (cont’d)
· Click on the checkbox and the line item should now be shaded, the select the “Edit” button
· Scroll down the page to find the error.  You will notice that it is the Expansion Option field. Click in your dropdown and select the EO that is populating in this field 

· All of your error messages should be gone.  Scroll down the page and select “OK”

· At the Checkout page again, scroll down within the windows of both line items just to ensure there are no more error messages

· Total requisition dollar amount should be $1866.00
Comments and Attachments

· Scroll down the page so that you see Shipping Entire Requisition and Comments Entire Requisition

· In the comments box type in:  “Prices for inside delivery”

· Click on the “Add Attachment” box (nothing should happen)

· Read the box above then click on the checkbox to populate with a checkmark

· Click “Add Attachment”

· At the Browse search field, click on “Browse”

· Find the document “Prices for inside delivery “

· Click to select so that it populates in your File Name field and click on Open

· This document should appear in your Browse field, click “OK”

· You are taken back to the bottom of the requisition to verify your attachment has been added

· You want this comment and document not to go to the vendor but to be used for internal purposes only

· Uncheck the box “include comment/attachment(s) on purchase orders”

· You are done completing your requisition, but scroll back to the top to view all of your information is correct and to expand the viewing screen

· Scroll back up to the Line Items area.  Locate and click on the link “Show Details”

· Complete your review and with no other changes/corrections to be made, scroll down the page to Comments/Attachments

· Click on the “submit” button

Withdraw the Requisition/ Add 2nd Attachment 

· At the “New Requisition Submitted” page, review your options, select “view” and click on the “Withdraw button”
Practical Exercise #2 (cont’d)
· You should get a warning message that says “The Requisition is in the process of withdrawing.  Please press the OK Button while the Requisition withdraws.”

· Click “OK”

· At the Request Withdrawn page, select “edit” the withdrawn request now

· Your requisition is now back in the edit mode

· Scroll back down the page under Comments Entire Requisition

· Notice that your original comments and attachments are there

· Read the box above then click on the box to populate with a checkmark

· Click “Add Attachment”

· At the Browse search field, click on “Browse”

· Find the document “Directions to Departmental office – Building B “

· Click to select so that it populates in your File Name field and click on Open

· This document should appear in your Browse field, click “OK”

· In the comments field, type in “Directions to Departmental office – Building B are attached “

· Leave the “include comment/attachment(s) on purchase orders” checked as you want this to go to the vendor
Submit Requisition

· Click Submit, then “view” and review the Approval Flow and ensure that the first person or role has an ! sign in their box which verifies it is active with them
Practical Exercise #3
Following up on your order
· Access your Favorites and click on the MFMP 2.0 Training Site link
· Type in the user name of Jack.Test 
· Type in the password of: train20
· Click in the dropdown and select “Status”

· Locate the PR# as provided by your instructor
· View the top right hand of the PR and find the Status

View Tabs

· Locate all tabs on the requisition:  Summary/ Approval Flow/ Orders/ Receipts/ History

· Click on the Approval Flow and verify all approvers who reviewed and approved the requisition to get it into ordered status

· With your mouse “hover” over one of the names or roles and it will provide you with the definition why they needed to approve

· Find and click on the History tab which will verify all actions taken on your requisition to get it into ordered status.  (You will always be able to go to history and see actions taken on it in the future)

· Click on the Summary tab to take you back to the PR detail
Access Purchase Order (DO)

· Click on the DO# “link” 

· Locate the PR link, the DO link, Version #, and PO Balance

Practical Exercise #4
Receiving

· Access the MFMP toolkit: http://dms.myflorida.com/buyertoolkit
· Click on the link “MFMP Training Materials”

· Click on the link “Enter Buyer Training” under the header “Web-Based Training”.  This will take you into the “OnDemand Training tool”
NOTE:  If the page does not automatically display, the “pop-up blockers” may be on.  
· On your keyboard, use the CTRL key

· Left click on your mouse and it should turn it off
OR

·  On your internet toolbar, select “Tools”, 
· “Pop-Up Blocker” 
· “Turn Off Pop-Up Blocker”.

· Click the + sign to the left of lesson 4.0 “Receiving”

· Click the + sign to the left of lesson 4.1 “Receive an Order”

· Click on the “page” symbol of lesson 4.1.1 “ Receiving and Order” and then the icon at the top right of the page “Try it” and follow the exercises

· Follow the same steps and complete: 

· Lesson 4.5.1 “Completing a Negative Receipt”

Practical Exercise # 5
Creating an Invoice eForm
· Click on Company eForm under Create on your shortcut menu

· Select the “Invoice eForm” 

· Give your eForm an appropriate title using your agency titling convention

· Enter in a Supplier Invoice Number (Note: this would be obtained from the paper invoice the vendor provided, for this exercise make one up beginning with your initials) 

· Enter in a date within the last week as the date the invoice was prepared by the vendor   

· Enter in today’s date by using the calendar icon as the date that you received the invoice

· Enter in the date of today as the Service Start Date since the invoice is for services

· Enter in the word “today” as the Service End Date since the invoice is for services  

· Click in the dropdown box for Vendor Location and Select “Other”

· Change the search field by clicking in the dropdown and changing the search from “Name” to “Company” 

· Type in the “Epson” in the following search field and press “Search”

· Scroll to the right to find and click on the “Select” button 

· Enter the total amount of the invoice as $100.00
· Click the “Next” button

· As we are invoicing against a Direct Order, leave the button populated as “NO” (“Invoicing without Order?”)

· Press the “Select” link next to Purchase Order (no value)
· Type in the Direct Order number in the search field that your instructor provided you. Once the DO returns, press the Select button
· Click the Generate Invoice button 

· Two lines are brought over from the purchase order.  The vendor is invoicing you for $75.00 for one hour of labor.  Change the quantity for line #1 to “1”

· Change the quantity for line #2 to “1”

· Press the “Next” button

· Your agency may require that you include a comment.  For practice, type in “Invoice in the amount of $100.00 correct as submitted.  Invoice attached.”

· To attach the correct document, read and then check the “second box” and then click on the “Add Attachment” button

· Locate and attach the document “Epson Invoice”

· Review all information to ensure accuracy, then press the “Submit” button

· Select the “Home” option (the last choice)

Practical Exercise # 6
Approving Invoice for Services
· From the Reconcile Shortcut menu on the Home Page, click on the “Invoices” link

· Click on the ID of the invoice.  Notice the IR number contains your invoice number (your initials-*******)

· Review the invoice to ensure that the invoice eForm appropriately reflects the attached invoice

· Click on the “Submit” button

· At the Invoice Reconciliation Submitted page, click on the “View” link and verify the approval flow

· Click the “Back” link

· Click Home

Logout

· Locate and click on  the “Logout” button on the home page 

Accessing live Buyer   http://myfloridamarketplace.com
· Click on the “Buyers” link

· At the shortcut menu on your left, click the first link “Online Purchasing”

· Click on the MyFloridaMarketPlace (Buyer) link

This page will be your Online MFMP Login page.  Back at your office, conduct the above exercise and add this to your Favorites.
MFMP Toolkit (Buyer)   http://dms.myflorida.com/buyertoolkit
View and use the information to remain up to date on training tools, tips, communications, etc.:   

· MyFloridaMarketPlace Training Opportunities and Training Materials 

· MyFloridaMarketPlace Hot Topics/Bulletin Board
· Meeting Materials (presentations and minutes)

· Forms

· Job Aids, etc.

MFMP Toolkit (Vendor)   http://dms.myflorida.com/vendortoolkit
View and use the information to share with your vendors to assist them with training tools, tips, communications, etc.:
· MFMP Vendor Bulletin Board

· MFMP Vendor Registration

· MFMP Training Opportunities

· Vendor tools, etc.

Vendor Searches:

· Vendor Administrative Look up Tool:  https://vendor.myfloridamarketplace.com/admin/index.jhtml
Username and Password:  ‘publicuser’ (must be entered in lower case)

· SPURSview:
http://www.myflorida.com/apps/spurs/spurs.main_menu_form 

No user name or password required
Vendor Performance Tracking:

· The link will be the last one available on your shortcut menu on your ‘Home’ page

· This link allows you to submit as well as view vendor ratings

The site can also be accessed at the following link http://dms.myflorida.com/business_operations/state_purchasing/vendor_information/vendor_performance_tracking_vpt
View and use the information to remain up to date on tools, tips, etc.:

· Access VPT

· Vendor Tracking Reports (current and archives)
· Frequently Asked Questions, etc.
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