Franklin Business Services Center (BSC) Cart Assignee Instructions

Adding Franklin BSC partners to your profile in UGAmart allows BSC to submit carts for approval on your behalf.
Go to page 3 for instructions on setting a default shipping address.

1. Goto |ugamart.uga.edu| and log in. You should use your usual UGA login information.

2. Within UGAmart, click on the person-shape "User" icon on the top-right, then click on "View My Profile."

3. On the left-hand side of the screen, click on "Default User Settings" to expand the menu and then click on
"Cart Assignees."

4. Click the gray "Add Assignee..." button and in the "User Name" field, fill in the appropriate User ID from the
chart below, according to the department you belong to:

a. Beverly Martin, User ID: “bemartin”
i. Anthropology, Criminal Justice, Geography, Institute of Women's Studies, Sociology
b. Kara Walker, User ID: “kaw61119”

i. Classics, English, Germanic and Slavic Studies, African Studies Institute,
Latin American and Caribbean Studies (LACSI), Romance Languages Comparative

c. Bobbi Snodgrass, User ID: “bsnod”

i. Comparative Literature, History, Institute of African American Studies, Linguistics Development,
Dean's Office, OIT, Philosophy, Religion, Institute of Native American Studies

d. LoriKey, User ID: “Imk07709”
i. Genetics, Marine Sciences, Microbiology
e. Mike Bryson, User ID: “mbryson”
i. Biological Sciences, Biochemistry and Molecular Biology, Plant Biology, Cellular Biology
f. Michelle Brawner, User ID: “mms32952”
i. School of Art, Theatre and Film Studies, Dance, School of Music
g. Rosalina Mirandilla, User ID: “rdmirand”
i. Artificial Intelligence, Computer Science, Geology, Physics
h. Tanya Boyd, User ID: “tlboyd”
i. Chemistry, Center for Computational Quantum Chemistry, Mathematics, Statistics

i. Jenna Collins, User ID: “Jennal”

i. Communication Studies, Psychology, Regents' Center for Learning Disorders,
Museum of Natural History

5. Click the green "Search" button and then click on the blue "[select]" button next to the line containing your BSC
representative.

6. You can now easily assign a cart to your BSC partner after creating one by clicking on the white "Assign Cart"
button and then the blue "SELECT" drop-down menu. Their name should be available to click on.

Please note:

a. Thereis a screenshot on the following page to illustrate what your assignee page should look like, and
another to illustrate what it looks like to assign your BSC representative a cart.

b. When your requisition has been prepared, the BSC team will enter the financial information and submit
it for approval.

c. Don't forget to leave a comment on the cart containing your shipping information, funding information
(ideally speedtype or chart string), and Chematix storage information (if applicable).
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Franklin Business Services Center (BSC) Default Address Instructions

Adding the correct default address to your profile in UGAmart allows BSC to ensure delivery to the proper location. All orders
except for services and large pieces of equipment will route through UGA Central Receiving first for inspection and receipt
creation, then will be delivered to your campus location.

1. Goto |ugamart.uga.edu| and log in. You should use your usual UGA login information.

2. Within UGAmart, click on the person-shape "User" icon on the top-right, then click on "View My Profile."

3. On the left-hand side of the screen, click on "Default User Settings" to expand the menu and then click on
"Default Addresses."

4. Click the gray "Ship To" tab.

5. Click on the green "Select Addresses For Profile" button.

6. Inthe "Address Search" box enter '02037 MAIL' in the "Nickname/Address Text" field and click the green button.

7. This should display the address for Central Receiving. Click the circular button next to '02037 MAIL & RCVG
SVCS' to open the address for editing.

8. Enter a title for the address into the "Nickname" field and enter the Building and Room Number in the "Room"
field. Click the green "Save" button.

Please note:

a. Thereis a screenshot following to illustrate what your "Default Address" page may look like, another to
show what the search results showing the address of Central Receiving looks like, and another to show
how the final address editing page may look.

b. Remember to leave a comment on the cart if the shipping information needs to change for a single
order.
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