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Quick Reference Guide

Team Georgia Marketplace 



Window Shopper –Completing the Purchase
Window Shopper does not offer an option to create a requisition but will provide the details you need to create a Purchase Order.

	Step 
	Do This:

	1
	Once you have added an item to the Shopping Cart, you will have access to detailed information you can add to your Purchase order:
· The more info...link next to the Supplier’s name will display detailed information at both the Supplier and Contract levels.
· The supplier’s website link will take you directly to the supplier’s website where you can obtain additional information about the item.

· The more info...link next to the SWC Contract number reveals an abbreviated version of contract information.
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	Copy the item description and the Statewide Contract (SWC) number from the Shopping Cart and Paste this information into the Description and Contract ID fields on your Purchase Order.

[image: image2.jpg]Purchase Order
unit: 99999 PO Status: Inital
POID: NEXT Budget Status: Not Chkd

P — o ————
‘poDate:  [ouraE0Es i Vendor Search DocTol Status: Vaiid

Venor [ @ Vendorbets

wVendori: [ a Receipt Status:  NotRecvd

HeaderDetails PO Adtviies. 'Add ShipTo Comments
PO Defaults
Add Comments

Purchasing Kit Catalog tem Search

Line  ltem Description SefiD  ContractiD fonliact getease MiestoneLine  GPOID
1B @ [PEN 60134 VISION FINE = STATE  [SWC90805] af Q NexT
View Printable Version Goto: | More





	3
	Another bit of information you should capture for the Shopping Cart is the Manufacturer's ID or SKU number.
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	End of Procedure
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