How to use Marketplace March 13, 2024

How to enter your Credit Card Information in Marketplace

Use the http://www.gbhpurchasingco.com/ link to log into new marketplace.
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Once you are logged in, you will set up your Payment Type
* Onthe home page, hover your mouse over Your Name
* Click on Account Admin

———p  New Credit Card

User Name Card Number Card Description

Brown Brittany-z405683  Awamasseases 1061 BB Test Visa Actions ees

Click New Credit Card button

— Save Cancel

Credit Card Credit Limit 0
Currency USD U.S. Dollar v
Credit Card Description

Enter Credit Card

Fill in your information and click Save. The Credit Card Description is a name you want give to the
card in the system. Fill

Only you and the supplier can see your credit card information
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How to order items in Marketplace

Key in item number or search term in the Search the Catalog search box.

Example: key in “510803”, then click search icon
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Recent Orders

Key in quantity needed and click “Add to Cart” button
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Click on “Shopping Cart” to process requisition
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Click “Transfer Shopping Cart” button to process your order

Search Catalogs

Home | Product Groups | Suppliers | item Compare (0) | Cancel

Browse Products & Suppliers Vv 510803 p E Shopping Lists ¥l ppl:‘fs?u;

Froauct Item IV Supphier ‘Manutacturer Unit Frice Quantity lotal Fnce
A
T el SIGN, M6 ROOM LOCATOR 510803 Taylor TAYLOR 12.85USD / Each 12.85USD
MAPS NEW OR REVISIONS, Communications  COMMUNICATIONS PR
MUST BE EMAILED INCLUDE
EXISTING MAP OR
PROPERTY LAYOUT WITH

CHANGES, INCLU

Remove Add item to Shopping List

Sub Total 12.85USD

. Transfer Shopping Cart

The following message will appear. Click “OK”

1item(s) successfully moved to your request. You must still SUBMIT your order.
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Review/Update your order:

Click on box highlighted on the left below, then click on “Details” highlighted on the bottom
right.

14 Order Reauest

Ingram,Kathy-z344446/12-2091 Actlons

Motes 1o Approver

usD $12.46
1
1
Custom Fields
Locatlon Subject Company Reglon-Area

WView More

Line hemso Attachments Approval Map History & Comments

Add Item From v

Bulk Edit E" Expand Add to Favorites 57 Remowe l'a

15elected lem(s)

a Item Description Supplier Supplier Part Mumber Unit Commedity Quantity  Unit Price Total
& 1 SIGN, M6 ROOMLOCATOR MAPS NEW/REVISED,  Taylor Communications 510803 EA Unknown 1 12.46 $12.46

Missing required information in Line Details,
Expand v Details [#

Click on the “Billing” tab from the box that pops up, then select the payment for the credit card
saved to the account from the dropdown box. Click on “Apply changes to all items” on the left,
then “Save Changes” on the right. Users can also verify shipping address and contact
information.

Item Detalls Cost Centers Shipplng Ellling Custom Flelds Attachments
Bill To Address  Change Address Contact Mall Stop Speclal Instructlons
G6 HOSPITALITY LLC no contact spacified
4001 INTERNATIONAL PARKWAY
CARROLLTON, TX 75007-1914 Emall Payment Method~
nomail@proactis.com Purchase Order v |

Purchaze Order

Phone
Pro-forma Invoice
Cvoice ] .
Abank cheque (izsued by a banking or similar establishment).
Fax Mo Payment methad

O Yes ® No

Apply changes to all Items Cancel Save Changes

*Only applies to items from the same supplier
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Once the box closes, click on “Order Preview” to make sure that all changes needed were saved.
If everything looks as needed.

'4® OrderRequest e | o | e

Ingram,Kathy-z344446/12-2091

Actlons v

Total

Motes to Approver
usD $12.46

ne ltams ]
Supplier 1
Custom Fields
Locatlon Subject ‘Company Reglon-Area

View Mare

Line Iuemso Attachments Approval Map History & Comments

Add Item From «

1Selected ltem(s) BulkEdit[#§ Expand =  AddtoFavorites 7y  Remove(D)

] tem Description Supplier Supplier Part Mumber Unit Commodity Quantity  Unit Price Total

@ 1 SIGN, M6 ROOMLOCATOR MAPS NEW/REVISED,  Taylor Communications 510803 EA Unknown 1 12.46 $12.46

Missing required information in Line Detals.

- . .~ e

Click “Save and Submit” to send your order to the supplier.

Overview Requests Orders Invoices

'4® OrderRequest

Brown,Brittany-z405683/3-307 Actions v
Total

Notes to Approver
= $12.85
Line ltems :
Suppliers :

For any PO status needed once it’s been submitted, please reach out to the supplier
directly.
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How to set your Default Credit Card

On the home page, hover your mouse over Your Name, then click on “Profile”

E-. G6 Hospitality - ALL B  BrittanyBrown A SearchRequest, Invoice, or PO # §ol

Requests Invoices
TBN
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Profile

Search for your credit card in the Default Payment Method Field. Once the card is located, click

Save.
Overview Requests Orders Invoices
Workflow Details Delegation Preferences
Bill To Address Change Address Ship To Address Change Address
G6 HOSPITALITY LLC-CORP G6 Hospitality
4001 INTERNATIONAL PARKWAY 4001 International Parkway
CARROLLTON, TX 75007-1914 Carrolton, TX 75007
Default Payment Method Cost Center
BB Test Visa 0 n/a (see Location) 0
Buyer Defined Header Fields Buyer Defined Detail Fields
Location Project Number | Search Project Number 0
Subject GLCode
FOB Per Contract Terms v
Project Code
Project Code v
Save Reset



