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Title

Description

Document

Searching Tips for Virtual
Catalog

Guide providing search tips for
the virtual catalog

Current Document

Copy a Previous Cart/Order

How to copy a previous cart or
order

Current Document

Staples Punch-Out Security for
IE

How to answer Staples punch-
out security questions for
Internet Explorer

Current Document

Administrator Security Guide

Guide on how to set up new
users, assign roles, and set up
assigned cart approvers in the
virtual catalog

Current Document

Cart Approver

How to review and approve a
cart and assign it to an Assignee

Current Document

Contract CSV Import/Export
Guide

How Contract Administrators
can import/export contracts
and updates

Current Document

Exporting Users

How to export a list of users per
BU and the assignees

Current Document

Assign Substitute Approver

How to assign a substitute
approver

Current Document

Create a Cart

How to create a cart in the
Virtual Catalog

Current Document

Resubmit a lost cart

How the requestor can
resubmit a cart that was pulled
into PeopleSoft but did not save

Current Document

How to Submit a Cart

How the requestor submits a
cart to a requisition in
PeopleSoft

Current Document



http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Searching%20Tips%20for%20Virtual%20Catalogs.pdf?d=wde0740f4d1e94752bc3f225cb73a4cff
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Copying%20a%20Previous%20Cart%20or%20Order%20for%20Virtual%20Catalog%20Items.pdf?d=wd5966edac6734ca18bae5c61e060a4d3
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Staples%20Punch-out%20Security%20Question.pdf?d=wcf1853152b054a24b0c83a61d7192ccb
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Administrator%20Security%20Guide.pdf?d=wc6689bbcbe4c4f259e12d33a9fa058ce
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Cart%20Approver%20Quick%20Reference%20Guide.pdf?d=wb76832059ca848de96c2b0b4b419a2dd
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Contract%20CSV%20Import%20ExportGuide.pdf?d=w3b07db7455ba4060a92211c466b93b1d
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Exporting%20Users.pdf?d=we3a1af35166e4bbd9d15776bc8933ed1
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20How%20to%20Assign%20Substitute%20Approver.pdf?d=w803e15583dc849ea90052aee5d59cffd
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20How%20to%20Create%20Cart.pdf?d=wabb71e2d878c45ff85bd5e4de06e62a1
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Requester%20Needs%20to%20Resubmit%20Lost%20Cart.pdf?d=w8005367a84d94126bcff11508f05015b
http://doas.ga.gov/assets/State%20Purchasing/TGM%20Quick%20Reference%20Guides/QRG%20VC%20Requester%20Submits%20a%20Shoppers%20Cart%20to%20Requisition.pdf?d=w1cb8766a8c2549e1ad817f2e2bdc3e02

