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Document Objective

This document is intended to provide general guidance for NACAS members in use of
the NACAS Marketplace.

Key Contacts

Please contact us at marketplace.feedback@nacas.org or (434) 245-8425 if you have
any questions about the Marketplace.

NACAS Marketplace Access Overview

All NACAS members active on organizational rosters may access NACAS Marketplace
features. All NACAS members may access other members’ NACAS portal profile
information via the Marketplace. The appearance and functionality of profile pages
differs for business partners and institutional members. Appearance and functionality
also differs for each member’s primary contacts and other active members. All
members may log in to the NACAS portal at: hitps://nacas.my.site.com/

NACAS _login_page.
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Section |

Profile Pages: About You and Your Organization

Institutional Member Profile Page

The institutional member primary contact profile is where active members may
manage personal and demographic data related to their institution. NACAS
encourages primary contacts to work with their institutional members in order for
information to be as accurate as possible.

It is important for users to keep this information as up to date as possible. When
completing your profile, please indicate the department(s) you, as an individual, work
within and/or oversee. Indicate how the department operates. If a user has any
qguestions they should reach out to marketplace.feedback@nacas.org to submit a

query.

Additional Marketplace features such as Business Partner Connect, Institutional
Exchange, and Resource Library are accessible via the “NACAS Marketplace” drop-
down in the upper right of the profile menu bar.

Momber Benefits  Events  Business Partners

First Name® Tany
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NACAS Member Benefits  Events  Business Partners  Regions  About

Voluntesr

‘Work Emairf anggml com
Parsonal Emall inonmaniect com
Other Email insnmanwinneniyahes com
Assistant Email [ ——
Preferred Email Type Ot W .

aa| @@ @ !

nacak force.com hacar, Prof

Member Benefits Events  Business Partners  Regions  About

Assistant Email hutiobhgmad com

Preferred Email Type ther bk

Work Phone AT T

Mabile Phone (337 3273377

Home Phione (444 2844444

Other Phone [555) 65656

Asuistant Phone I
Proferred Phone Type Horme .

By electing to provide selections for the Operating Bugget and Annual Revenue data fiekds below, you are agreeing to dispiay Bis information on your respactive instiiution's
Markesplace profile page where Il may be visible 1o other registered users. ey
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Bockstores Sef-operated .
Card Systems Sel-aperatid -
Child Care Contracted
Communications MHone "
Concessions Sel-operated
e-Commerce Coniracted
Event Services/Catering Nane- .
Facliities Conlracted
Food Services Sedopeiated .
Housing Hybiid .
“‘:_ _n' I | 1
W ¥ hems o & Mombe - o
Mombaer Benefits  Events  Business Partnors  Regions  Aboul
Mail Sarvices Seb-aperated
Other
Parking Nane "
Physical Plant  ser-operated
PrintiCopy/Mail Se¥-operated *
Purchasing Contracted .
Retail Stores
Recreation Undefined
Security —None— :
Student Union ~Nane-.
Technalogy Hane
Transportation —Hane-. . -
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Extended Profile

In this section of the profile page, the primary contact will have the option of reviewing
and adding additional information related to their organization including but not limited
to:

e |nstitution Logo
e Demographic Data
e FTE Tier (not editable - contact marketplace.feedback@nacas.org to update
information)
¢ |Institution Type (not editable - contact marketplace.feedback@nacas.org to
update information)
¢ Region (not editable - contact marketplace.feedback@nacas.org to update
information)
Operating Budget
Annual Revenue
Organizational Charts - See file limitations on page 22
¢ |Institution Social Media URLs
e Resources
¢ Please note that any resource that is uploaded will need approval from
Marketplace Admin before becoming available.
¢ Typically resources will be approved within 3 business days.
¢ Resources/Uploads will be limited to the following file formats;
e JPEG
PNG
DOCs
PDFs
XLSX
CFM
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Meamber Benefits Ewvents  Business Partners  Ragions

By electing to provide selections for the Operating Budget and Annual Revenue data flekds below, you are agresing to dispiay tis information on your respective institution's
Marketplace profile page where it may be visible 1o other registened users.

Loge
Choose File | Mo file chosen
Account Name Bracketmedia
FTE Tier FTE4 4000 - 6,969
Institution Typa Community College
Reglon Business Partner
Country Canada
HBCU -

€ 5 0| © i oresomtives o1 o %@ i
. NAPAS Member Benefits Events Business Partners  Regions  About
HBCU
Residential
Humiber of beds
m"“ $12,000,001 - 520,000,000 .
:'."v:::” > §30,000,001 .
Billing Street asdtasdl
Billing City asdtasdl
Billing StatelProvince asdtasdl
Billing Zip/Postal Code 333
eranina The Division of Student Aflss/Student Lif -
Bepartments Auxiliary Gperations e o e r L cpsl Chaa Care -
F001200000)DQ0GA
OrgChart - P om— v
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Member Banefits Events  Business Partners  Regions  About

NACAS

University Of Baltimors Lestey Universiny

First Name Last Name Title Email

Mariano Perex marianof@bracketmedia.com

Title description categary Approval Status
2018-04-181est1 2018.04.18%es11 description eCommerce Pending
2018-04-188P Test bp test description Technology Approved
testpd! test Food Services Panding

€ QO
NAPM Member Benefits  Events  Business Partners  Regions  Aboul
==
Title deseription categary Approval Status
2018-D4-181es11 201B-04-18%es11 description eCommerce Pending
2018-04-188P Test bp test deseription Technology Approved
testpd? test Food Services Pending
bens2 ben 52 de eCommerce Panding
test! test Housing Pending
tast] test Hausing Pending
tasti test Hausing Pending
testl test Housing Pending
testt test Hausing Pending
test] test Hausing Pending
test test Laungry Pending -
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Business Partner Profile Page

The business partner active member profile page is where active members associated
with a business partner membership can update information about themselves.

Additional Marketplace features such as Business Partner Connect, Institutional
Exchange, and Resource Library are accessible via the “NACAS Marketplace” drop-
down in the upper right of the profile menu bar.

Please make sure all contact fields are completely up to date.

& 0 O D rsimacassorcecom tiaces Protie_Page_ Tasn anl¥ @ 1

Member Benefits Evenls  Business Pariners  Regions  About

Business Partner Profile

rofile
Paymant Mathods

My Transactions

Membarships

My CASP Informaticn Laura Vidore
o P I

Salutation Or.

Title Doctor

First Name* Stephen

Last Name® Strange

Nickname Doctor Strangs

Mailing Street 11 mailing street address
asgl o

10
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NACAS

Fetprscsatoroe.com

Mailing ity

Mailing State/Province
Mailing Zip/Postal Code
Mailing Coutry

Voluntesr

College Services Magazine Opt-Out

Work Emair
Persanal Email

Othar Emaill

Member Benefits ~ Events  Business Partners

M York

Mew York

mn

usA

drsirangeBymad com

drstiaegefgmad com

stange@gmad com

Ragions

College Services Magazine Opt-Out

Work Emaif

Personal Emall

Other Email

Assistant Email

Preferred Emall Type

Work Phone

Mabile Phone

Home Phone

*

Member Benefits  Events  Business Pariners

drsirange@gmad com

dratrangeigmai com

strange@gmai com

[

AT ITRTTI

@I IR

am T

Becems 8 Memben

os ® @ 1

About

Ragions
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Extended Profile

In this section of the profile page, the primary contact will have the option of adding
additional information related to their organization including but not limited to:

Company Logo
Company About
Company Social Media URLs
Products & Services Offered
Industry categories
Referrals - Limited to no more than ten, and must be NACAS member institutions.
The system will not permit you to enter a referral if the institution is not a member.
e Refer to the Institution Exchange to see who is and isn’t a member. Contact
marketplace.feedback@nacas.org to share non-member information if you believe
the non-member may be interested in becoming a member of NACAS.
¢ Presentation
e There is a one (1) Presentation limit to the profile.
e The Presentation must be in PDF format.
e To upload a new or replacement Presentation, simply Choose File for the
Presentation and click “Save Extended Profile”
e Resources
e Resources will only populate in the Resource Library portion of the
Marketplace and not on the Business Partner profile.
e Please note that any resource that is uploaded will need approval from a
Marketplace Admin before becoming available.
e Typically resources will be approved within 3 business days.
e Resources/Uploads will be limited to the following file formats;
e JPEG
PPTs
PNG
DOCs
PDFs
XLSX
CFM

12
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I NACAS Momber Banefits  Events  Business Partners  Regions  About
| Choose File | No file chosen
Wobaite avengens com
Facabook avengers_FB
Twitter avengers
Linkedin NiAy
Primary Contact Name Nacas Testing Nacas
Primary Contact Fhone
Primary Contact Emall
FILGU IR St
Purchasing - Chosen -
Advertising
Real Estate Y Trvel Agency
[-Ld Risk Managemen!
Cate Security
e San Diirk Vendors o«
Saftware | Web Applications » -
-

€ Q| @ Secuwr
NATCAS
] T L
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]
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e
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s
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o imacan oo comacasitusion Pt s 01 1 ad00ONAATmid .- appeos stes -
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Blliing ity

Billing State/Province

Billing Zip/Postal Code

Services

Products

Video URL

Refarral Listing

Untvarsity of Virginla %

Member Benefits ~ Events  Business Partners

Food services

itz Ehe) o e chosen

Save Extended Profile

14
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Section Il

How to Access and Use Marketplace Features

Business Partner Connect

The Business Partner Connect is where members can search for member business
partners and access their extended profiles. Search criteria may include company
name, industry, products and services, country, and state/province (the state/province
of a business partner will be the location of their headquarters or main office). Upon
specifying search terms in the search fields results will be displayed in rows beneath
the search fields. Please do Not hit the Enter button on your keyboard when making
filter selections. Clicking on a company name will take the user to that company’s
extended profile page. Users may clear terms from prior searches through using the
“reset search” button.

Tips for the Business Partner Connect

e Please be mindful that when selecting your filters in the search criteria you should
NOT hit Enter upon selecting an entry.

e When you are done selecting your filters (search criteria) the search results should
populate towards the bottom half of the screen.

e |If at any time you are not happy with the search criteria simply select the “Reset
Search” Button.

e Filter fields that are NOT dropdowns will permit multiple selections - simply hold
your Control/Command button when clicking on multiple values.

e The Search Results will be populated towards the bottom of the page - also note
that the search results employ an “infinite scroll” function. This means that as you
scroll down the page the search results will continue to update if there is a long list
of results.

e At any time you can click on one of the results to see specific information about that
entry.

15
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€+ 0 [T —— 3 g aw®@@
NACAS Markelplace
Business Partner Connect
Company Name [Em— Products and f—
Services
foadey S P —
Colorado .
. Delaware
Gountry = ;
Roarsults Listed Balow
Compary Name= Industry= State Country =
Tapingo, inc. mr Service; Credit Card Sendces;Food Califomnia USA =

€ €| @ Secws | Bitpinscasioronoom,

NAPm \S Marketplace

‘Company Name= Industry= State= Country =
= ‘Computer Service,Credit Card Senvices;Food
Tpinge, Inc. i i Califarnia usa
Dine Brands Global Fast Food Franchises;Food Service Califarnia usa
CulinArt Dining Services Food Service Califoria usA
Pepsi-Cola Co. Food Service;Soft Drink Vendors;Vending Califomia usA
Panda Restaurant Group, Inc Fast Food Franchises;Food Service California usa
Einstein Bros Bagels Fast Food Franchises Delis California usa
Food Service:Heallhy/Nutrition Food;Recyeling / Waste
Epicurean Group Man: Califomia USA
Jack In The Box Fas1 Food Franchises;Food Service California usa

Enterainment,Food Senvice;Health Care-Software | Web Calif

Appetize Technologes, LLC Appiica

UsA

popchips Food Service California usa

16
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Once the search results have been returned, the user can click on the company name
to see additional details about the organization as pictured below;

€ 5 O & Secum | Mnpa/imacateronsomtiaten.Company. Prafied 00T RROITWIANL o %@ @@

Food Service
oD Address 1101 Marke! Sveet Mk Tt
Gy Phiadeiphia 2IF Code: 16107 Kerm Dimon
= —— khigheseducaticn com L (215) 2307038
B doon-kerrsfaramark com
Armmik 0 camgas panne for ining and taciity sclutians. Our o planning, 3 ]

EONCEssIcR, ANd rEsidental, quick-Serve and epess BNNg CONCEpts. Ul sxpemss exten

Products and Services

Referrals
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Institution Exchange

The Institution Exchange is where members can search for member institutions and
access their extended profiles. Search criteria may include name, FTE tier, type,
HBCU status, country, state/province, region, reporting structure, auxiliary/ancillary
departments, and operating structure. Upon specifying search terms in the search
fields results will be displayed in rows beneath the search fields. Please do Not hit
the Enter button on your keyboard when making filter selections. Clicking on an
institution name will take the user to that institution’s extended profile page. Users
may clear terms from prior searches by using the “reset search” button.

Tips for the Institution Exchange

e Please be mindful that when selecting your filters in the search criteria you should
NOT hit Enter upon selecting an entry.

e When you are done selecting your filters (search criteria) the search results should
populate towards the bottom half of the screen.

e The Primary Contact for an Institution will be highlighted in Green in the Roster.

e [f at any time you are not happy with the search criteria simply select the “Reset
Search” Button.

e Filter fields that are NOT dropdowns will permit multiple selections - simply hold
your Control/Command button when clicking on multiple values.

e The Search Results will be populated towards the bottom of the page - also note
that the search results employ an “infinite scroll” function. This means that as you
scroll down the page the search results will continue to populate until there are no
results left to display.

e At any time you can click on one of the results to see specific information about
that entry.

18
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= = = L 20N - | 1
Institution Name R Institution FTE Tler x
Institution Type I . HRcH a N
Numbar Of Bads m = Country Al L
State | Province = Fiion ) -
Cenbral
| | East
South
West
Reporting Al - Departments. P
‘Stnictars e Division of Student Aftairs/Student Life Boakstores - Sell-cperated ]
The Division of Administration and Finance =
The Division of Real Estate Bookstores - Hybrid
Aulary Corporations | 501c3 Bookstores - Undefined
= Card - Self-operated v
Fard Guehame - Cansracted
5 01| & Seows | npainssssiorensom,

NACAS

SUNE LSIB0 e

Institution Nama= FTE Category= Institution Typa= HBCU= State= Raglon= Country =

San Diego State University FTET 4 Year Public No California West usa

California State University,

Fullerton Ll 4:Tou Ptk ] i o e
University of California - FTER 4 Year Public No Califomia West usa
Irvine
California Baptist FTE4 4 Year Private No Califomia West usa
University
Long Beach City Callege FTES Community College No Calffomia West usA
University of California - FTEB 4 Year Public No California West usA
Davls
California State University, West
San Bernarding 1) 1o Fyas e i g
Pepperdine University FTE4 4 Year Private No Califormia West UEA
University of California - e 4 Year Public No Califamia West usa
Santa Cruz

-
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Once the search results have been returned, the user can click on the institution
name to see additional details about the institution as pictured below;

Bitppeadorce.com fiacas imatitution, PeofleTid =001 1500000IAAT a x| E @@

. NACAS MACAS Marketplace

California State University, Long Beach

® Addresy BOMG E Tih Street Forty-Niner Shops, L3 30 Cperating Bucget
Lom o 04 Year Putiic B Annual Revenue
Ciy: Long Beach ZIF Code: 60840
Region: West
Couniry: USA
a
Roster
First Nama Last Nama Phone Emall Departmants
Booksiores - Self-operated, Card Systems -
Sen-operamd Oommlcauon! Self-
Alfredo Macias altredo.mack e operated) Event Senvcs Ca canednq Seit-
operaled Food Senvces -
operaled Vendng - Sel(-opemad
Arene Reyes reyeslesulb.edu
Amecia Bryant amecia.bryantBcsulb.edu
L O | @ Sec st dorce.com, Haca inatitut 2000 AA LR -

NACAS Marketplace

Charlene Minnick cminnick@calstate.odu
Clint Campbes clint.campbell@csulb.edu
Comy Colonna corry.colonna@csulb.edu
Cyndi Farmington cyndifamingtongesulb.edu
don.penrodesulb.edu
Donna de Wit robert.dewiticsulb.edu
f‘m‘"m Shops f‘m‘":ﬁ Shops tns.account ting@csult edu
Iraida Venegas iraida.venegas@esulb. edu
James Atumada james_ahumadaesulb edu
Bocksiores - Seif-operated, Cand Systems -
Setl-operated Concessions - \h
Jaresd Ceja, CASP (562) B85-4003  jared.coja@esulb.edu Commerce - Sell-operated, 01
Licensing Trademark, Pruwc:ewmu - Self
operated Technology - Yes
Jason Elsenmann jason.eisenmanny csulbedu
-

20



NACAS

ENRICHING THE

CAMPUS EXPERIENCE

€

O | @ Secu | Retpinacaddorce.com,Haca inatit

Sylvana Cicero

MNACAS Marketplace

sylvana.cicerofesulb.edu

Departments that fall under auxiliary operations

Booksiores - Self-cperated
Card Systems - Seif-operated
Communicancns - Sei-operaed
Concessions - Sell.operaled

Food Services - Self.operated
Verding - Self.cperated

Card Systems - Yes

® -Yes

Event Services Caterng - Yes
Print/Copy/Mai - Yes
Versding - Yes

Reporting structure

Event Sennces Caterng - Se.operated

Concessions - Yes
#-Commerce - Sek-operated
Other - Licersing Tracemark
PrintCopyidal - Setl-operated
Technalogy - Yes
Communications - Yes
Faciies - Hybnd

Housing - Seif-cperaied
Ot - Yes

Recreation - No
Trarsportasion - Yes
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Resource Library

The Resource Library section is where members can search for templates,
presentation files, and documents regarding best practices. Resources are searchable
by title, keyword, type, or auxiliary/ancillary category. Upon specifying filters in the
search fields and clicking on the “search” button, results will be displayed in rows
beneath the search fields. Clicking on a resource name will take the user to that
institution’s extended profile page. Users may clear terms from prior searches through
using the “reset search” button.

This repository is not connected to the NACAS Lounge and is a completely new
membership service. Our data is only as rich as what you share - so it’s highly
encouraged you begin to do so if you have best practices or templates.

Tips for the Resource Library

e \When uploading a file - the preferred naming convention is:
e Year Document Type Detail Institution name.file type extension
e For Example: 2018 RFP_Food Services_San Diego State.docx
e Please note that any resource that is uploaded will need approval from Marketplace
Admin before becoming available.
e Typically resources will be approved within 3 business days.
e Resources/Uploads will be limited to the following file formats;
e PDFs
e DOCs
e PPTs
e XLSX
e CFM
e Types of documents
e Best Practices (e.g. checklists, guidelines)
e Presentations (e.g. presentations from past NACAS events, internal
presentations to your staff teams, training presentations)
e Templates (e.g. requests for proposals, organization charts,
employee manuals, job descriptions)

e (Categories of documents (i.e. auxiliary/ancillary operation the document
22 pertains to)



NACAS

ENRICHING THE
CAMPUS EXPERIENCE

¢ Please be mindful that when selecting your filters in the search criteria you should
NOT hit enter upon selecting an entry.

¢ \When you are done selecting your filters (search criteria) the search results should
populate towards the bottom half of the screen.

e |f at any time you are not happy with the search criteria simply select the “Reset
Search” Button.

e The Search Results will be populated towards the bottom of the page - also note
that the search results employ an “infinite scroll” function. This means that as you
scroll down the page the search results will continue to update if there is a long list
of results.

¢ Please note that any resource that is uploaded will need approval from Marketplace
Admin before becoming available. Typically resources will be approved within 3
business days.

MNACAS Marketplace

Resource Library

search Category Al
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The Upload section is where members can submit files for contribution to the
Resource Library section. Clicking on the “Choose File” button will open a window
through which users will be able to select the file they would like to submit for review.
Having done so, users will be able to provide titles and descriptions for their files in
addition to classifying them by type and auxiliary/ancillary category. Once the upload
has transpired, an “Upload Complete” dialogue box will appear to announce that the
resource has been submitted for review by Marketplace Admin.

€ © @ Secww | mepe//nacssdorce.com Cuntom ad anE @

Upload a resource

Salect File Choose Filke 2017_Accou. FINAL docx

Description

wwwwwwwwwwwwwwwwwwww

Categories Transportation
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