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Student Business Services
MarketPlace Store Setup Request Form

Department head please e-mail completed form to: mktplace@oakland.edu

.
Store Name:  


Purpose of Store:       


Duration of Product(s):  
 FORMCHECKBOX 
 one-time
 FORMCHECKBOX 
 one-time annually
 FORMCHECKBOX 
 on-going

Estimated Annual Sales:       
  Estimated Number of Transactions:       

Store Telephone (xxx-xxx-xxxx):       
  Store Fax (xxx-xxx-xxxx):     


Contact Address:       Rochester, MI 48309



Store Contact:            
  E-mail:        @oakland.edu

(This is the contact e-mail customers will use to contact your store; you might consider obtaining a shared e-mail account for your MarketPlace e-mail contact.)
Store Refund Policy: 
Banner Accounting Information
Bankcard Discount Fees Fund:       
  Account:  K010

Note:  Departments are responsible for payment of discount fees of approximately 2% per transaction.  Bankcard discount fees cannot be tracked by category or product.

Department Approval

Department Name:
      
 

Requestor:       
  e-mail:        @oakland.edu

Department Head:       
  e-mail:        @oakland.edu


Complete the MarketPlace User Access Request Form for each user to be added to the store.

MarketPlace Standards

· Any type of department communication (e-mail, paper, or Web site) that includes a link to MarketPlace or information about using MarketPlace should be sent to SBS to review prior to publishing.
· Any links or attachments to the products in MarketPlace must also meet the basic MarketPlace standards such as content, grammar, spelling and punctuation.
· Modifiers must include formatting hints if not apparent, such as "Phone Number (xxx-xxx-xxxx) or Date of Birth (MM-DD-YYYY)"
· All events and products that are for a specific date or time period need a disable date.  The disable date should be sent to Student Business Services (SBS) on the New Product Request Form where it will be added to the calendars of SBS MarketPlace administrators and to the departments MarketPlace contact.  On the disable date the MarketPlace department contact should log in and disable the product.

· All events should include: date, time, location and event title or description. If applicable, items should include contact name and number, and cost. List events on the same day in time order.  The location should be a link to the Oakland University Campus Map if the event takes place on campus.  If the event does not take place on campus the location should link to an applicable map (linking to Map Quest or an equivalent with the event location saved is acceptable).

· If any products or services within a store are taxable, or the store expects to sell taxable items in the future, the default accounting code should be set to sales tax and products and services should use the appropriate revenue accounting code override.
· MarketPlace is only to be used for sales where the payment information is entered by the purchaser. Departments are not allowed to use MarketPlace to process payments that they receive in other ways (for example in person, telephone or mail).  If the department wishes to accept payments in person, over the telephone or through mail, they must contact Student Business Services at cashiers@oakland.edu for more information.

Visit www.oakland.edu/marketplaceinfo/storesetup for assistance filling out this form.                                                           Updated: April 2012

