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CONNECTING PEOPLE AND INFORMATION

M-marketsite Browse Only: Browser Profile Set-up

Overview

The first time you access M-Marketsite (Browse Only) from Wolverine Access, you are directed to set-up your
M-marketsite browser profile including:

e Name and contact information in User's Name, Phone Number, Email, etc.

e Assign Cart notifications in Email Preferences.

e ShortCode(s) and Ship To address in Default User Settings.
Your profile allows you to create a shopping cart, assign (i.e., transfer) it to a person in your unit responsible for
placing the order in the M-Pathways system, and receive system e-mails on your cart’s progress.
Navigation

https://wolverineaccess.umich.edu/

Wolverine Access > Faculty & Staff > M-Marketsite (Browse Only)

M-marketsite Browse Only Warning

'! M-Marketsite (Browse Only) Note: A system message displays to remind
users that the M-Marketsite (Browse
Only) site does not allow browsers the
This view-only link allows you to search catalogs, view products, and assign a draft shopping cart to an M- abl“ty '[O place OrderS
Marketsite user. You cannot place orders.
Continue o Nttarketsite (Srowse Ony) n 1. Click Continue to M-Marketsite (Browse
To learn how to use M-Marketsite, go to M-Marketsite User Information On I y) .

Mac Users: Do not use Chrome when placing M-Marketsite orders. A recent Google Chrome security measure is affecting the
ability to return carts to M-Pathways when using M-Marketsite from a Mac using Chrome. ITS is working internally and with outside
vendors to resolve this issue. To avoid this problem, please use Firefox or Safari to place your order. Browsing in Chrome is fine.
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https://wolverineaccess.umich.edu/

M-Pathways

M-marketsite Home Page

MARKETSITE Al Search (Alt+Q) Q 450USD W Q|

Shop » Shopping » Shopping Home »

a
! Shopping Home

Imiley-browse

) §
2
View My Profile
ﬁ TR T Dashboards
Manage Searches

o President Mark S. Schlissel | |
A activity. Units are asked to o You do not have any recent orders
university addresses from M

& Y ...

User Name, Phone Number, Email, etc Page

Imiley-browse User's Name, Phone Number, Email, etc. ?
User Name  Imiley-browse First Name
Last Name

Phone Number

User's Name, Phone Number, Email, etc.

and Display Settings

E-mail Address

User Name Imiley-browse

Authentication Method LoginXML

Organization Terms and Conditions accepted on 7/10/2014 1:57 PM M-marketsite Notification

5 [save |

You must enter a valid umich email address to
receive system generated e-mails (e.g., Return
Cart Notifications).

Shopping, Carts & Requisitions Page

Shopping, Carts & Requisiti

# EditSection | ?

Imiley-browse
User Name  Imiley-browse Assigned Cart Processed Notification None
Assigned Cart Deleted Notification Email & Notification
Cart Shared Notice None

Cart/PR rejected/returned Email & Notification

Receive PR and PO notifications for shared carts I None
am a participant of

Shopping, Carts &
Purchase Orders
Settlement
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2. Click the User  § icon in the top banner.
3. Click View My Profile.

4. Enter the appropriate information in the
following fields on the User’s Name,
Phone Number, Email, etc. page.

First Name
Last Name

Phone Number (including country and
area code e.g., 1 734 555 6198)

E-mail Address (i.e.,
unigname@umich.edu)

Click Save.

Click Notification Preferences.

7. Click Shopping, Carts, and Requisitions.
8. Click Edit Settings.
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Shopping, Carts & Requisitions Page (continued)

Imiley-browse Shopping. Carts & Requisitions

Name  niey-browse Assigned Cart Processed Notifcatior Defaut g Overmride

Custom Field and Accounting Code Defaults Page

Imiley-browse Custom Field and Accounting Code Defaults

Header (ext.)

User Name  Imiley-browse

Custom Field Name Default Value Description

Dept Ref # No Defaut Value

Shortcode No Default Value

ield and Accounting Code Defautts

Edit Values

En
it |

Custom Field and Accounting Code Defaults Page
(continued)

Imiley-browse Custom Field and Accounting Code Defaults
User Name  Imiley-browse Header (ext)
Custom Field Name  Default Value Description Edit Values
Shortcode No Default Value _Edit |
/" Edit Values
New Value 2
Value  Description aloe 16
Description
Defautt I
Status active
m
* Custom Field Values marked
with an asterisk are role-
based values, sers can only
A ShortCode provides the accounting
information for your M-marketsite orders.
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Note: The Assigned Cart Deleted
Notification and Cart/PR
rejected/returned has been activated by
default.

9. Click the Override radio button for
Assigned Cart Processed Notification.

10. Select Email from the drop-down field.
11. Click Save Changes.

Note: Steps 12 — 26 are optional, but are
recommended in order to reduce data
entry.

12. Click User Information and Settings.

13. Click Custom Field and Accounting
Code Defaults.

14. Click Edit in the Shortcode row to add a
ShortCode value to your profile.

15. Click Create New Value.
16. In the New Value group box:
e Enter the Shortcode in the Value field.

e Check the Default box if the Shortcode
is going to be used for most of your M-
marketsite orders.

17. Click Save.

Note: The Description field value defaults
based on the Shortcode entered in the
Value field. You can overwrite this field,
if desired.

18. Click Default Addresses.

Last Updated: 4/12/2021



M-Pathways

Default Addresses Page

Imiley-browse Default Addresses

User Name _ Imiley-browse ‘ © No addresses defined in profile.

Ship To gl To

Select an address to edit

© No addresses defined in
profile

Shipping Addresses

unting Code Defaults

Address Search

Address Name

Results Per Page

8

10 [7]

location for your M-marketsite order.

The Ship To address identifies the delivery

Default Addresses Page (continued)

Imiley-browse Default Addresses

User Name  Imiley-browse | © No addresses defined in profile.

Ship Te sl To

Select an adaress to edit

© No addresses defined in
profile.

Shipping Addresses

Custom Field and Accounting Code Defaits
Default Addresses

Address Search

Address Name
Resuits Per Page

Addresses Found:
Address

2

Select Addresses for Profile

11008090
10 [+]

1 4l page 1 of 12

Name
23 M
1008090

Atention to (30 characters)

Email

PhoneNumber

WOLVERINE TOWER Address Line 1

3003 S STATE STREET Address Line 2
ANN ARBOR City, MI State 48108 1658 Zip

Code
US COUNTRY
Imiley-browse Default Addresses ?
User Name  Imiley-browse ‘ © No addresses defined in profile
Ship Te ill To
- H
Select an address to edit Select Addresses for Profile
m Field and Accounting Cade Defaults
e eram— © No addresses defined in
profile.
Assignees
- . 5
Checkout setings Shipping Addresses Edit Selected Address ?
Location Code / 1002000}
Nickname
Default ]
Current Default
Address
ADDRESS
Attention to (30
characters) 24
Email
" PhoneNumber 25
Address Line 1 WOLVERINE T4
Address Line 2 3003 S STATE STREET
City ANN ARBOR
State MI
Zip Code 48108 1658
Country Uited sm

Location Codes in M-marketsite do not currently
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19.
20.

Verify the Ship To tab is selected or click it.

Click Select Addresses for Profile to add
Ship To information to your profile.

Enter a location code or full building name
in the Address Name field.

21.

Note: You can type a partial value with a
wildcard in the Nickname/Address Text
field (e.g., 10080*, Wolverine*) to search
for the Ship To information.

22. Click Search.

23. Click the radio button for the desired
Address.

24. In the Attention to field enter the following:

e Room number (e.g., RM 7071) to
which the order should be delivered.

¢ Name of the person who is to receive
the delivery.

Note: The format for the Attention to field is
RM # Name (e.g., RM 7071 Erin Eagle).
The field is limited to 30 characters,
including spaces, symbols, and
punctuation.

25. Enter a phone number of the person who is
to receive the delivery in the Phone

Number field.

26. Click Save.

include a room number for the building. The
Attention To field format ensures that delivery of
the item(s) goes to the correct room and person.

27. Click Cart Assignees.
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Cart Assignees Page

Custom Field and Accounting Code Defaults
Default Addresses

Cart Assignees

Checkout Settings

Imiley-browse Cart Assignees
User Name _ Imiley-browse hdd Assianse.]

i._,ms

Name

Action

User Search Window

User Search
Last Name

First Name

User Name
Email

Results per page 10 E

[seach] 30

Close

User Search Window (continued)

Results per page [10 [~]

Name B User Name =

Users meeting the search criteria: 1
Email

letta@umich.edu

4)pagetofilr] 2

Phone Action

+1(724) 5551212 [select]

JETTA, JOE ljetta

Cart Assignees Page

Imiley-browse Cart Assignees

User Name  Imiley-browse {Rdd Rssignee.]

My Cart Assignees

Joe Jetta
Custom Field and Accounting Code Defauits

Default Addresses

Cart Assignees

Checkou

Name

?
Action

SetasPreferred | Remove

Additional Information
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28. Click Add Assignee.

Note: A new window will open in the web
browser.

29. Enter the unigname of the person to whom
you want to send draft shopping carts in
the User Name field.

Note: This person must have system access to
create M-marketsite ePro requisitions.

30. Click Search.

31. Click on the Name of the desired person.

32. Click Set as Preferred if you are going to
assign most of your draft carts to this
person for ordering.

You may also set-up a Dept Ref # (Department Reference Number) as part of your browser profile. This value
is used for departmental tracking or identification purposes. It applies to the entire order and will appear in the

Header sections of the M-marketsite ePro Requisition, the Purchase Order, and the PO Voucher. The edit fields
for the Dept Ref # are available from the Custom Field and Accounting Code Defaults page.

@ With subsequent uses of the M-marketsite Browse Only system, the Web site opens at the Home page.
Click on the User icon in the top banner, and then click View My Profile to access your browser profile and

update or add information.
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