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Section 1: Overview of myMarketplace

MyMarketplace is Northeastern University’s e-commerce tool for faculty and staff.

MyMarketplace is primarily used to:

e Purchase goods
e View your purchase order history

e Create and manage favorites list that would be Supplier Specific based on individual

preferences.

The Internal Consulting department is responsible for managing access myMarketplace. They
also provide system support related to any technical issues users experience. The Procurement
department provides assistance with issues related to suppliers and orders specifically (e.g.

failed orders).

Note:

e Purchases made on myMarketplace are not encumbered in Banner Finance. The cost will be
reflected when invoiced from the supplier. Weekly invoicing will occur.
e Please contact Procurement Services if you need assistance with ordering:

procurement@northeastern.edu, 617-373-2135.

This document will provide information on how to use the tool once you have access granted. If you do

not have access, please review documentation to request myMarketplace access.


mailto:procurement@northeastern.edu,
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Section 2: How to use myMarketplace

This section is intended to provide an overview of myMarketplace for new users who have gained
access.

Accessing myMarketplace

The Internal Consulting department grants access based on the information provided

on the myMarketplace access form.

A link to myMarketplace can be found on the Faculty/Staff Employee Hub under the “Resources” tab:

(7] Northeastern
University

Employee Hub Communities News and Events Resources

®

Scroll down to “Financial Services”.

Northeastern
University Em ployee Hub Communities  News and Events ~ Resources
Resou rces Q_ Search for a resource...
AEEE
e @ @ & oo
Academic Resources  Campus, Spaces & Financial Services HR Benefits & Library & R
& Services Events Services
Financial Services e
7 Banne
¥7 Banner (INB) © ¢ Banne
77 Banner Administrative Pages (0 7 myM
+7 Banner e-Print (D
7 Banner Finance (SSB) (0
+7 Banner Finance Help Web Page @
¥ Concur
7 Husky Card Account Details (D
77 Husky Card Preferences © A
7 myMarketplace ()
7 Parking Debit Card (O MY FAVC



https://northeastern.sharepoint.com/sites/EmployeeHub/SitePages/Resources.aspx
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Financial Services

©7 Banner (INB) @

¥7 Banner Administrative Pages ()
7 Banner e-Print (i)

%7 Banner Finance (SSB) (O

¥ Banner Finance Help Web Page
7 Concur (O

7 Husky Card Account Details

7 Husky Card Preferences ®

7 myMarketplace ®

&7 Parking Debit Card

77 myMarketplace (O

To access myMarketplace, click on or use the following link:

https://northeastern.sollodtech.com/login

Log in to myMarketplace using your Northeastern email and password.

-\!my drKetplace
o0
Authorization

Please enter your usemame and password

Username:

Password:

2013-2023

Once logged into myMarketplace, you will be directed to the home page:


https://northeastern.sollodtech.com/login
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Home Orders Contact Help Profile » Logoff
to at Nor L
Please Read The nv ace User Guide: i

. northeastem. eduw/p:

Training
Training sessions are provided on and ongoing basis.
Please check our training schadule for upcoming sessions.

Confidential Pricing

Supplier prices within the myMarkeiplace system should be treated as Mortheasiern University confidential These prices are not to be shared or disclosed in any way with other
suppliers, third parties, or individuals outside of T u

MNotice Regarding Furniture Orders:

Per Boston Fire Department regulations, all upholstered furnifure 8& molded seating must meet fire code standards.
Please contact Procurement Services before placing an order for seating

MNOTE: Once you punch out from myharketplace to one of the supplier's pages you have 90 minutes to retum to myMarketplace to complete & submit your order to the supplier.
If you do not complete & submit your order within 90 minutes you will be logged out of myMarketplace and will lose your order.

To place an order:

1. Click on the supplier logo

2. Add items to your shopping cart

3. Follow the supplier checkout process
4. Click "Submit for Approval”

Link Out Supplier - Requires Additional Username and Password

rebecca’s cafe -
Nortl

Rep

astern University

Office Supplies

that was easy:

If you do not have authorized access to myMarketplace, you will be directed back to

the Procurement Services webpage.
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Understanding Punch-Out vs. Link-Out Catalogs

MyMarketplace hosts a variety of supplier catalogs. The catalogs may be in one of two formats, Punch-

Out or Link-Out.

Punch-Out Catalogs: Punch-Out Catalogs are supplier catalogs that are linked directly from
myMarketplace. It allows the user to browse, purchase and pay through myMarketplace guaranteeing
the user Northeaster’s preferred pricing. Billing is performed by the user selecting their Index. (EX:

Staples & Fisher Scientific)

Link-Out Catalogs: Link-out supplier catalogs are links in myMarketplace that bring you to the
preferred supplier’'s web-based catalog. Depending upon the supplier, you may need to contact the
company directly to set up a separate user account. Link-Out supplier catalogs do not have the same

billing functionality as hosted catalogs. (EX: Rebecca’s Café & GA Blanco)
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How to place an order

Step 1: Go to myMarketplace user page.
Step 2: Select the Supplier

Step 3: Check out

Step 4: Confirm and submit order

Step 5: Confirm Order status.

Walkthrough

Step 1: Go to myMarketplace user page

Log-in using your Northeastern University email and password.

Step 2: Select the Supplier

Once you are logged into myMarketplace, you can click on any of the Supplier Icons.

Link Out - Requires u and

FERY
WS cbecea’s ca -

Northeasiern University
p— Reprogrmphics

Office Supplies @ 0~
Click on the supplier icon to
begin shopping.

that was easy:

Compulers and Hardware

GovConnection (—-_‘
¥

Scientific Supplies

VWRES Fisher K

INTERNATIONAL Scientific 5-n1a-a1 o

Industrial Supplies

[T —
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After you click on the Supplier Icon you will be directed to the supplier’s Hosted Catalog. At this point,

you have left myMarketplace. You can shop online using supplier specific features such as shopping

lists, order status, returns, etc.

Step 3: Check Out

Once you fill your basket/cart with items and you are finished shopping with that supplier, you can

“Checkout.”

oy g . O T | When you are done shopping, you can :
— o) | Checkout .__ . :

T $13.65 g ————— | ' checkout and submit your order for !
payment :

Step 4: Confirm and submit order

Order Summary

Subtotal: $13.65
Total: $13.65

You may need to
________ confirm/review &
Continue shopping Clear cart Update cart | m : —Pi submit your arder
T ' submit your order
 for payment.
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The Check-Out Process

After you check-out and submit your order on the vendor page, you will be directed back to

myMarketplace to complete your order.

\ : Mote your Electronic PO Number but Order yet to be placed. '
Home Owviers Comiacd [ T Fanfis w L
ﬂ'rder #44{! for Staple; S

i To edit shlpplng :

Dﬂ‘hlf"hlm

Shippang Inrurrruuuq ,_ ! !
| Cument states Curvent Grces o s i mformatlun i
A & g ¢ Moo A0 - Esintinae e

Depa

ey L § T Hundesglon dse

Saddiroms Lirm 2

oy Bealon

T [*hY

P Code LrikEY

Parprmsard anlo

- Pl e B Penadind a1 o Dairery B b " Sl b Rgne o
o bl T et e B st (0 il D LR
I odi resd B chonge A0 Wnoke s of Sonoaand Coce Sekbcl o e SIng down Boa & ook “Condema Coad Cenasr Info”
¥ you need 1o add an index, ciick “Add™
& Onos 100% m Snlribuled, chck “Confirm Cost Canler iil™
- Ta remeve & toil borier chol of e Esh L ko
- e o o bk e o 300 & parpreei fene, 00 el ik Coeirrs Cond Cened g™
6 ol 0 ol click “Conbire, Soad Center Inf” o delanl ndeaccount oces vl be charged

s Aoy Coe ]
TG . Procursmenl Sarvic/w] TIMA - Cfcs Saappiies ) ] % o LI%S 7. B0 n
B Aemsining: 0 01 %
Licat
Ling Hem# Product Hams Shapqung UOM  Price Cruansty  Subdossi
1 FH4550  Easeite SureHook Renicrosd Hanging Fie Fokden Sasoried Cotors LETTER-aie Hokds 3 12 Hx 11 WU B U@ S usseT
2B
Chrcer Ham Totsk US50T 90
L
i =, Eack| =
3
B

Your delivery location & cost center information will be defaulted from your access form.

If needed, you can edit your shipping information. Your profile will contain your defaulted address
specified from your access form. If you make any changes from your defaulted address, you must click

the ‘save’ button:
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Home: Orders. Cantaci Help Profic v Logaff

Immimmm """"""" I B shahar (v ode I
PR | Phone Type joplional) | Office i
City  Boston i Phene B1T-373-2341 i

e ! Fae {oplional) i

7P 015 ; BligRoomDept* [ 430RP ]

A { o | cwce ]

Mame* |Lauren Shamer

Charlotte
Buringlon

Address Line 1 | Hahant E-mail * | |shafnenBneu edu

Phons Type (opBonal) | Offics

1

1

1

|

1

i Transporiation, Receiving and Warshousing
! Saalt
i

i

1

1

1

Address Line 2
"""""G",r; "" Boston & o TTTTTTTR Phione * Iﬁ1?-3?’3~231'|
Slale  MA Famx (oplional)

Click on “Shipping Labels” to
change the campus address.

Once the address is
complete, click ‘Save.’
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Payment info
- If no changes are nesded, scroll dovn & dick “Send to Approval®
0 Moke: the defaulied index & account code will be changed
- I you meeed fo change: an index or account code, select from the drop down box & click “Confirm Cost Cender Info”
- W you meeed lo add an index, dlick “Add™
0 Omce 100% is dishribuled, click “Confirm Cost Cerler Info”
- T remove 2 cost cenler click on the irash can icon
« Mole: i you make changes of add a payment ke, you must chick “Confam Cost Canber Info”
o i you do not dick “Confirm Cost Canier info® your defaull indexaccount codes will be charged

224020 - Procurement Servic) | T30 - Office: Supplies [+] [ 100 % or LISS 97.90

m i Remaining: 0.00 %

Confirm Cost Center info

| Click “Add"” to split the
. charges between indexes
' numbers.

Your defaulted Index & Account code

i will appear. If you need to change ; use
i the drop-down boxes. |



Payment info

= mo changes: are neaded, scroll dovn & click “Send o Approval”
o Nobe: the defaulted index & accound code will be charged
- Hyou need 1o change an index or account code, seect rom the drop down box &
«  you meed 1o add an index, dick “Add”
o Onga 100% & disinbubed, chck “Confem Cosl Canler info™
- To remove a cost cener click on the trash can icon i

Northeastern University
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Enter the % you want to charge to

this Index & click "Add".

Continue this process until 100% is

- Hioke: if you make changes or add a payment line, you musi cick “Conim Cost Can|  clistributed.

1 you do el cick “Confim Cost Cenler Inks’ your default indeaccountcodesvs .

Index Account Code An ________T________

224020 - Procurement Servic[w] TIM1 - Office Supplies ] {50 % lor LSS 48,88 rﬂ":
=ccccoooccoommoecomooe el ' :

200229 . 140 The Femay || 73301 - Office Supplies [y 150 ity USS 4895 ;ﬂ |
------------------- 1 i

i !
Remaining: 000 % '

You MUST click “Confirm Cost Center
Information” to make the changes.
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Payment isdo

« ngychanges any reesie. ncsll down § cck “Serd o Approval’
G D Defated wdes | st 2inde el et (hargen]
« I 2w ] 10 hhamge an e o socount coxde. ekect fram e Grop dowen o cick "Confirm Cost Center Inf’
- H i ] 14 0 e, ek~
o nce, 11075 chedsibuted. cick "Confirm Cost Center Infi’
- T P B oo DERleT DR Df The IS8 3 i
» ke f ou rusen chiargyin o .8 puyrmd frw, you sl chek “Comrn ol Conier bn”
o oas 0 o ok “Confem Gt Gt Inb” ot cefaedl indencaccount rodey. vl e chasged

|u- Accous Code Amcust
‘ T240] - Procasmen Senic ] THNH . Cffice Supples. %] ] 5 or LIS 440 u
‘ 0029 . 180 The Fermary (] THON - Ofles Sippkes. [ [2 o LS AL & |

| m Remainng 000 %
Conrm Cosl Cenern nig

e
Ling hem® Produc Hems Shigping  UDM  Price ety Sasbdorsl
1 TR Dysells Sonsiiock Reinioecesd Hanging Fils Foldeey Aanories) Color LETTER 508 Mol § 17 M 11'W VRIEDED] . UEHRE 5 U=@T
F.
[ﬂ'ﬂhl‘ﬂ ST

e e o B B o B e B e

After you review your order, verifying all information you entered is correct,
click “Send to Approval.”

to place your order

If you do not, all charges will be charged to your default index and account code!
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After your order is submitted, you will be directed to the order confirmation page:

LA
Horse ety Cotact Hep Protic v Logot
Fosmemmem ey
i Corcled it duiles approved. |
____________________ 4
1 H
' i
i i
!Order #440 for Staples |
I S L o Sl oL PR e e M e R
Cider Hislory Shipping Isdormation Payment info
Tanend Haty Aieg Approsed P Linaen Shalne T e
AR AuleApeesesd iy | R | e !""' i A
(e o I__..__.._..._..._...-..--..--..--..--.L:Tm T LIRS 8
ssses Your ‘Order # is important! s mos USEA836.050 %)
Adicin I
Rl s e e e
Stal Me
TF Code: [ eakb
Ut
Line Mems  Prosuc Meme Shpparg  UOM Prece Chudristy  Subactal
{1 7o4%9 Eeaste Surnook Famioeces Hangng Fis Foden Amoted Coors LETTERacs ikt £ 07 Hx 110 10000833 B USS1858 & ussedso |
E
| Curk e Totsl USEST 3 |

If your order is placed successfully, you will receive email confirmation from Procurement Services.

Depending upon the Supplier, you may also receive a confirmation or shipping email.
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Order Limits

Please Note: MyMarketplace is configured with the following order limits for most users:
e Orders up to $10,000 are auto-approved when submitted.

e Orders between $10,000 - $200,000 are sent to the following approvers:

Order amount Approver
<=$25,000 Procurement Officer(s)
<= $200,000 Procurement Manager(s)

e Orders over $200,000 are auto-rejected.

In the case a user has special configuration to allow orders over $200,000, the order will be sent to the
following approvers:

Order amount Approver
<= $250,000 Procurement Manager(s)
<= $500,000 AVP / CPO
> $500,000 CFO / Treasury
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Order Status

_'Emﬁ--mr tplace

tome |:._m_ ! _m_“—,, To review your orders,
e  Click on Orders i

You will see all your orders:

'\!myh-'l arketplace

LR ]

iz Dideds Coniac el Peodiz » Lingeod
Fifters

Sty iwiders Ginly e

i) BT e P e e
i Click the column heading. |
s o, ! t0 sort that column, click |
Susapsber (ofalenal ~| T e R EE A e S
| Fitee I Rozat | T
Ovderil  Usemmne  Meguealod A F— Iirpuice Musmdsn i Gee | Stahrs
Laiwenibser  Liren Shilssi hapley UESST 9 Fetsusry 19 35014 & 08 10 P EXT Send
;_.:-___:-I Lowenibser  Laoren Shideer Sapies U110 85 F-:u-; 1%, 2004 020402 PW EST Cuzrrenl Order
Lawsnliser  Lauren Shateer Shapian LSS0, 104.28 PFabruary 19, 3014 02 0300 PM EST Lmull
o Lowsniissr  Lagren Shabsar  Dell USE20058 January 18, 2004 GRIXET AM EST Cancal

i CI|::II: an me arder # see :
i unur arder details. :

The Order Status page shows the status of each order in myMarketplace. The default sort is by order

date.
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Possible Statuses:

Approved: The order has been approved but has not been set to the supplier

Auto Approved: The order has been automatically approved and has been sent to the supplier (<$10,000)
Sent: The order has been sent to the supplier

Awaiting Approval: The order is over $10,000 and is waiting for Procurement Services to approve.
Approval Declined: Procurement Services has rejected the order.

Canceled: The order was canceled by the user

Current Order: The order has not been sent to the supplier. The user started the order but did not click the
“Submit for Approval” button. To cancel or submit a current order, click view and then click cancel or submit.
Failed to Send: There is a problem with the order. Please try re-submitting the order. Contact Procurement
Services for further assistance if the issue persists.

Supplier Rejection: There is a problem with the order. Please contact Procurement Services at

procurement@northeastern.edu.



mailto:procurement@northeastern.edu
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Invoicing & Banner Reconciliation

To review your order or invoicing information, refer to your order number.
Your myMarketplace order number follows you through the whole buying cycle.

Fhive TR Conisct i Prodis v gt

| M awrd i [F T S R LS 1 Descambar (7 2060 D6 SO0 PRIEST A

Electronic invoicing will occur weekly. If some items in an order are not shipped together (back

ordered, etc.) part of your order could be on a different week of invoices.

e-Print invoices close every month — reconcile your invoices.
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How to dispute charges

To dispute charges, follow these steps:

Go to myMarketplace

Check orders by ‘order #’

Note: you can only view your orders

Review order information and compare to invoice.

. The University’s tolerance amount is $100. If the invoice is within $100, then it is appropriately
reconciled.

Note: Procurement Services monitors the transactions with a S100 in difference. We are not

blindly charged from our suppliers.

. To view your transactions on your budget, use e-print or Banner

If there is an error, contact the supplier and/or the Procurement department

(procurement@northeastern.edu).

Contact information for suppliers can be found on myMarketplace website (see sections

below).


mailto:procurement@northeastern.edu
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What to do if your order fails

What is classified as failed myMarketplace order?

A failed order occurs when a myMarketplace user places an order in the system and the order gets

kicked back because of a technical problem. The order is status is marked as “Failed to Send”.

Order #159859 for Dell

O it HlLey Aripming Inloisation Pay=ssit Inla
_1 P Tiers Komad

o B et [y — TI00 - T oy
i Eagr

Ay Lre 1 1FF Muartrgaon A FcnTE  Tiso L
—

Wl IR ATy Ll SR
=] == i

ol G

————— — ) R

' m',.rMarIr;Etha ce 5h::|w|:asmg a fElIlEd nrder in
| current status marked as “Failed to Send.”

e -

RO S [~ ¥ - e by Chatsiiry [ IR
x gt . £ W ks LA FL T 2 317
et e Tolal A1

' SyEtem Enapshclt far Falled 'Drder in m',rl".-'la rketplace

Causes of “Failed to send” -

A myMarketplace order can be labeled as “Failed to send” for the following reasons:

e Network Issue: A network or server issue (typically on supplier-end) stops the transaction from
submitting successfully.
e |nvalid Address: The shipping address for the order is either invalid, incorrectly input, or not

supported by the supplier.
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How to resolve a failed order-

myMarketplace Failed Dereice Now case (s Rocommended myMarketplace Service Now case is

Order Geg:r:;z‘: n Psrzléﬁgr;gt Order is placed. Closed

In the case that your myMarketplace order fails (“Failed to Send”), a ServiceNow case is automatically
created and assigned to the Procurement department.

A member of the Procurement department will contact you to investigate the issue further and

recommend a resolution.

While waiting for further assistance, it is recommended to confirm that the shipping address entered is

valid, and to try re-placing the order.
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Supplier Contact Information

'\.'.myfﬂarketgjlace

L R J
Hame
Suppiar Phone Email
. Supplier Contact Infarmation EFHﬂﬁaNngla - = —
i can be found under -
Stagies | ‘CONTACTS". iTed Parsen 781-832-3280 o pibrecn D stpies. com
ViR T e i Nelson E17-305-3007 tim_nelson@ver.com

myMarketplace Help Page
Help Page

'\!myl‘-."lsﬂ'kt:i;mu: e
0

Home Qe Contact

HELP TOPICS

ABOUT myMarketplace
. TECHNICAL REGURBMENT! - — =
LOGON 1 myMarketplace Help Page .
. HOME PAGE
CART PAGE

. ORDER STATUS

. CONTACTS

LOGOFF

ABOUT myharkeiplace
myhiarketplace is an Infemed-based eProcurement service that securaly links you o al of Narheasterns preferred suppliers, wing single sign on
capabiities thiough myNEL)
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