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 Title: Senior Procurement Training Manager
 Accomplishments: Over 20 years’ experience as a facilitator, presenter, and trainer.  Life-

coach to couples (specifically blended families).  Buyer with various agencies.
 Education: B.S. in Management from Shorter University, MBA with concentration in 

Human Resource Management from Strayer University
 Certifications: CPPB, GCPM, CVIOG – Budget & Financial Mgmt. & Primary Accounting 

Joyce Auld

Retiring!
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June 12th is the last day to 
access the LMS.

Complete all courses and tests.

Courses not completed by this 
date will require reenrollment in 
the new LMS. 



Welcome to Virtual Learning

 Stay muted if you aren’t speaking

 Raise Hand Feature in GoToTraining

 Put Question(s) Box in Chat Box

 Will be reviewed and answer 
periodically by instructor

 Course Structure
 Introduction of Concepts
 Demonstration of Concepts

Before we begin, let’s review the rules to follow for this training class: 

4Copyright @ September 2018   
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Agenda Topics of Discussion

9

• Day One

 Troubleshooting - 8:45 am – 9:00 am

 Content Delivery – 9:00 am -10:30 am

 Break 10:30 am – 10:45 am

 Content Delivery 10:45 am - Noon

 Lunch Noon – 1:00 pm

 Content Delivery 1:00 pm – 2:30 pm

 Break - 2:30 pm – 2:45 pm

 Content Delivery 2:45 pm – 4:00 pm 

 Test Availability

• Create a State Entity Contract from a 
requisition, sourcing event, and an 
existing contract

• Import contract documents

• Add attachment to contract files

• Enter comments to explain actions 
taken

• Create contract amendments

• Renew, extend, and cancel a contract

• Close an expired contract

• Agreement codes

• Contract template



Supplier Contracts Management Exam

Required?

Graded?

Questions

Yes

Yes

20 questions

Scoring 5 points per question

Passing 80 points or greater or 80% or greater

Open Book? Yes
Proctored? No

Deadline?
All three attempts at test must be completed 
within ten days from last day of class.



Supplier Contracts Management Benefits

Integrates with Microsoft Word
Standardizes contract processes
Reduces exposure and risk
Systematically monitors contract compliance

The benefits of using Supplier Contracts Management includes:

http://pur.doas.ga.gov/TeamGeorgia/videos/VideoTestimonials/17Fuss1.wmv


The 7 Stages of Procurement

The following represents the 7 Stages of Strategic Sourcing

Evaluation 
Process

5

Solicitation 
Preparation

3

Contract  
Process  

7

Award Process

6

Solicitation 
Process

4

Pre- 
Solicitation

2

Create contract 
administration 
plan

Sustain results
- Track  
contract 
performance

- Track 
supplier 
performance

Need 
Identification

1



Supplier Contracts

Working with Contracts in Team Georgia MarketplaceTM

Team Georgia 
MarketplaceTM Sourced 

Contracts

Team Georgia 
MarketplaceTM Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Supplier Contracts

Format of Contracts in Team Georgia MarketplaceTM

Header

Lines

Contract Documents



Supplier Contracts Management 
Team Georgia Marketplace  Roles

Role Description
(Contract) Administrator Employee who can create, monitor, update, amend 

documents and control life cycles of the document 
(for some state entities, this is the Buyer, other 
state entities may separate these functions)

Buyer Employee who creates the Purchase Orders, 
Sourcing Events, and orders the Item/Service once 
the requisition is approved

Supplier Business or individual who is awarded the contract 
and provides the goods or services



Supplier Contracts Management
Team Georgia Marketplace  Definitions

Term Definition
Begin Date Date the state entity can start to purchase off the 

contract

Expire Date Date the initial contract period ends, the renewal 
period ends or the extended period ends—not the 
entire potential life of the contract

Maximum Amount The potential estimated maximum amount to spend 
on the contract for the initial period or the renewal 
periods

Closed Contract Expired Contract or contract not eligible for 
renewal or extension

Thresholds and Notifications Optional functions that send alerts when a contract 
is about to expire and/or when a contract reaches 
the maximum amount



Supplier Contracts Management
Team Georgia Marketplace   Definitions

Term Definition
Renewed Contract Multi-year contract that has completed the initial 

term and is being continued 

Extended Contract Used after all renewals have been exhausted  or 
when a new contract is being considered; for the 
time period until a new contract can be awarded 

Cancelled Contract Cancelled for convenience, default  or as the result 
of a protest, or if the contract was created in error. 
Must include a comment with an explanation and  
documentation

Amendment Any modification to an executed contract, including 
renewals and extensions; excluding cancelling or 
closing

Approved Status System requirement for state entities to process a 
Contract Release for a Purchase Order



Enterprise Learning

Lesson One: Team Georgia 
Marketplace  Sourced Contracts



Lesson Objectives

 Create different types of contracts from situations 
where they have not been sourced using the 
Sourcing module
 Enter Header information

 Enter Line information
 Import the Microsoft Word document
 Attach critical documents to the contract

By completing this lesson you will:



Supplier Contracts

Working with Contracts in Team Georgia MarketplaceTM

Team Georgia 
MarketplaceTM 

Sourced Contracts

Team Georgia 
MarketplaceTM Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 1: Team Georgia Marketplace   – Login

Log into the Training Database
https://tgmptrn.teamworks.georgia.gov/psp/empltrn/?cmd=login&languageCd=ENG&

 

https://tgmptrn.teamworks.georgia.gov/psp/empltrn/?cmd=login&languageCd=ENG&


Lesson 1 – Exercise 1.1 
Creating Contract from Existing Exempt Contract



Use this method when 
creating a contract from 
any non-Team Georgia 
Marketplace  Sourced 

situations:

Here the Contract ID is 
42700-023-12121-0001.  
12121 is the contract ID 

number (for 
demonstration only)

Contract IDs of contracts not sourced in Team Georgia Marketplace   are entered in the same manner.

Always leave 
SetID as State!!

Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 



Lesson 1 – Exercise 1.1 
           Creating Contract from Existing Exempt Contract

24

Scroll down the page to select AGENYSRVC  (Agency Services)



Lesson 1 – Exercise 1.1 
Creating Contract from Existing Exempt Contract

Working with Contracts in Team Georgia MarketplaceTM

Team Georgia 
MarketplaceTM 

Sourced Contracts

Team Georgia 
MarketplaceTM Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 1 -Exercise 1:0 
Creating a Contract From an Existing Exempt Contract

Scenario:  Contract Administrator Pete Smith 
needs to import an Unarmed Security Services 
supplier contract that was recently executed and 
initiated. This contract was awarded earlier this 
year. Pete uses the naming convention of: Business 
unit-Origin- RequisitionID-0001 and then 
completes the Header.Existing Contracts



Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 

Format of Contracts in Team Georgia MarketplaceTM

Header

Lines

Contract Documents



Contract 
Header

The sections of the Contract on the first screen are the Header and Lines.

Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 

Lines

Approval Due Date is 
Optional. It is helpful 

primarily if the 
collaboration feature is 

used by the agency.



You may need to click on the chevron next to the Header to open the field(s).

Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 



Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 

Header Information

Enter the following:
*Administrator
*Payment terms
*Supplier
*Begin Date
*Expire Date
*Renewal Date - Optional
*Description
*Tax Exempt box
*Tax exempt number
*Fiscal Year
*Maximum amount

NOTE: Corporate Contract would only be checked for SWC.



Uncheck:
Allow Multicurrency PO

Corporate Contract 
Auto Default 

Allow Open Item Reference  
(optional if not including lines)

Review: 
PO Defaults 

Price Can be changed on Order

Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 

Header

PO Defaults 
MUST be 
validated

Initial Period 
indicates the 

first term of the 
contract.



 
From the Purchase Order BU Defaults link, validate the business unit is correct.

Validate that the correct business 
unit is entered.

If this step is not done, the 
contract cannot be linked to a PO.

Additional lines can be 
added, if necessary, by 

clicking the +

DO NOT CLICK CANCEL!

Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 

Header



Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 

Complete the top of the Header section—add comments if needed but do not add attachments. 

Header



Lesson 1 – Exercise 1.0
Creating a Contract From an Existing Exempt Contract 

Header



Lesson 1 – Exercise 1.1
Adding Requisition Lines 

Scenario: Pete Smith has completed the 
Header for the Unarmed Security Services 
contract and now wants to enter the 
Line(s) information.

Existing Contracts



Lesson 1 – Exercise 1.1
Adding Requisition Lines 

Format of Contracts in Team Georgia MarketplaceTM

Header

Lines

Contract Documents



Lesson 1 – Exercise 1.1
Adding Requisition Lines 

Enter the Line information

Enter the Description 

UOM—using the look-up if 
needed.

Category CD (NIGP Code)—using 
the look-up if needed.

Enter the full amount for the line.

Click the + to add more lines if 
needed.

Lines

We will not be 
using this 

section



Lesson 1 – Exercise 1.1
Adding Requisition Lines 

Look up  the NIGP Code if needed.

Double-click 
and the NIGP 

Code 
populates

Lines



The Header is completed, 
and the Lines are added at 
the bottom of the screen.   

Save information

Lesson 1 – Exercise 1.1
Adding Requisition Lines 



Lesson 1 – Exercise 1.2 
Importing an Existing Executed Contract

Scenario: Pete Smith has completed the 
Header and the Line information for the 
Unarmed Security Services contract. He 
now needs to import the existing executed 
and signed contract, and all relevant 
contract-specific documents.

Existing Contracts



Lesson 1 – Exercise 1.2 
Importing an Existing Executed Contract

Format of Contracts in Team Georgia MarketplaceTM

Header

Lines

Contract Documents



Lesson 1 – Exercise 1.2 
Importing an Existing Executed Contract

Contract Documents

The Add a 
Document Button 
is now available.

You are ready to 
import the 
contract.



Lesson 1 – Exercise 1.2 
Importing an Existing Executed Contract

Contract Documents

Then select 
Import Document

Select the document 
to be used



Setting up the Import Document function.

Select Current Document

Version is 1.0
Status is Executed

Date and time is the current 
date or the date the contract 

was executed and time.

Then click to Upload the 
State Entity contract 

document to be imported in.

Lesson 1 – Exercise 1.2 
Importing an Existing Executed Contract

Contract Documents



Locate the document to be imported and upload.  

Lesson 1 – Exercise 1.2 
Importing an Existing Executed Contract

Contract Documents



The document is 
uploaded.

Click 
Done with Import

and Yes to 
message

Contract Documents

Lesson 1- Exercise 1.2
Importing an Existing Executed Contract



The contract is created.

Lesson 1 - Exercise 1.2
Importing an Existing Executed Contract

The contract 
document has been 

uploaded.

Note the Version is 
1.0 and the status is 

Executed.

Contract Documents

Optional - allows external contacts/signers to review. 
Contact Help Desk to have this enabled for your agency.



How to View the Document.

Lesson 1 - Exercise 1.2
Importing an Existing Exempt Contract

To View, hold 
down the Ctrl 

button with the 
View button 
until you see 

Open.

Contract Documents



Viewing the Document

Lesson 1 -  Exercise 1.2
Importing an Existing Exempt Contract

Contract Documents



Reset to Dispatch to upload attachments.

Lesson 1 - Exercise 1.2
Importing an Existing Exempt Contract

Contract Documents



You Reset to Dispatch to be able to attach the relevant documents.

Lesson 1 - Exercise 1.2
Importing an Existing Exempt Contract

Contract Documents



• Specifications 

• Statement of Work

• RFP/RFQC Evaluation

• Negotiation documents

• Amendment History

• Renewals/Extensions

• References

• Contract Assessment Reports

• Supplier Performance Reports

The documents attached depend on the contract and may include any of the following, if 
applicable:

 

Lesson 1 – Exercise 1.2
Importing an Existing Exempt Contract

• Statewide Contract Waiver

• Piggyback Approval

• NOIA and NOA

• Immigration form (Public Works

• History of Contract 

• Insurance/Bond Information

• Contract Administration document

• Contract Action Summary

• Special Terms/Conditions

• eVerify

Contract Documents



Attaching contract-specific documents.

Lesson 1 – Exercise 1.2
Importing an Existing Exempt Contract

Contract Documents



Attaching contract-specific documents.

Lesson 1 – Exercise 1.2
Importing an Existing Exempt Contract

Contract Documents

All Contract-specific 
documents are 

attached.



Lesson 1 – Exercise 1.2
Importing an Existing Exempt Contract

Execute Contract

Contract Documents

Indicates there 
are documents 

attached!



Viewing the  Document Version History

Lesson 1 – Exercise 1.2
Importing an Existing Exempt Contract

In Supplier Contracts 
Management, you can 

view the Document 
History through 

Document Version 
History.

Contract Documents



Lesson 1 – Exercise1.2
Importing an Existing Exempt Contract

Setting the contract status to Executed.

Contract Documents



System Status must be set to Approved and then Saved. 

Lesson 1 – Exercise1.2
Importing an Existing Exempt Contract



Supplier Contracts – Contracts from Requisitions

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition

Scenario:  Contract Administrator Pete Smith creates a 
Baby Foods contract in Team Georgia Marketplace  
Supplier Contracts Management. The contract is the 
direct result of an ePro Requisition. He needs to enter 
the Contract ID, create the Header, add the lines, 
import the executed contract, attach all relevant 
documents, and ensure the System Status is set at 
Approved and then Save.

You will have 20 minutes to complete the exercise.



Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition 

Use this method when 
creating a contract from 
any non-Team Georgia 
Marketplace  Sourced 

situations:

The Contract ID is: Business 
unit 5 digit number-origin-

Req ID. 

Enter the Contract ID of contracts using the Requisition ID .



Complete the top of the Header section. 

Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition 

Header 
information is 

entered.

Header



Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition 

The second line is added and the Header and Lines are Saved.

Add the Line 
information.

When you have 
completed adding 

all of the  lines, 
click to Save the 

information on the 
Header and the 

Lines.

Lines

Total equals the Maximum 
Amount on the Header 

section.



Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition 

64

Step 1

Step 2

Step 3



Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition 

65



Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition 

66

Step 1

Step 2

Step 3

Step 4



Independent Student Exercise 1.3
Create a State Entity Contract From a Requisition 

67

Click 
Here



Entering Header 
and Line 

Information

Creating a Contract 
from a Requisition

(Baby Food)

Adding 
Attachments  

to the 
Contract

Lesson 1: Summary

Creating & 
Importing an 

Existing Contract
(Unarmed Security)



Poll Question

Select the best choice
The person responsible for creating, 
monitoring and updating contracts is the 
______________________ in the Supplier 
Contracts module.
a) Step Owner
b) Compliance Officer
c) Contract Administrator
d) Buyer
e) Verifier

69



Poll Question

True or False
To import an existing contract 
into Supplier Contracts 
Management you begin on the 
Add a New Value tabs.
a) True
b) False

70

This Photo by Unknown Author is licensed under CC BY-SA

http://www.picpedia.org/highway-signs/i/import-duties.html
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/


Poll Question

True or False
In Team Georgia MarketplaceTM, 
you change the SetID from STATE to 
the number representing your state 
entity business unit.
a) True
b) False

71



Enterprise Learning

Lesson Two: Create a Contract from 
a Team Georgia Marketplace  
Strategic Sourced Event



Lesson Objectives

By completing this lesson, you will create a contract from a Team Georgia 
Marketplace -Sourced Event



Supplier Contracts – Team Georgia MarketplaceTM Sourcing Events

Working with contracts in Team Georgia MarketplaceTM:

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 2 - Exercise 2.0 
Create a Team Georgia Marketplace  Sourced Contract

Scenario:  Pete Smith needs to complete the Pest 
Control Services sourcing event contract in Team 
Georgia Marketplace .  The contract was initiated 
with the awarding of the Sourcing Event and the 
Contract ID was established then. Much of the 
Header information is populated as is the Line 
information. The contract has already been signed 
and executed.

Also, Thresholds and Notifications will be added.



Lesson 2 - Exercise 2.0 
Create a Team Georgia Marketplace  Sourced Contract

Format of a contract in Team Georgia MarketplaceTM:

Format of Contracts in Team Georgia MarketplaceTM

Header

Lines

Contract Documents



The Contract ID is generated from the Sourcing Event.

Lesson 2 - Exercise 2.0 
Create a Team Georgia Marketplace  Sourced Contract

Search options for finding contracts.  
The Contract Version will always be 1.  
We are not using Version Status.  

We can now search by Supplier Name 
in addition to Short Supplier Name.

We can also make our searches Case 
Sensitive.  If this box is checked, the 
search will look for exactly what is 
entered.



A lot of information populates automatically from the Sourcing Event.

Information that comes 
from the Sourcing Event 

is automatically 
populated.

The Begin Date will need 
to be corrected and the 

FY entered. Also the 
Maximum Amount will 
need to be entered.

Header

Lesson 2 - Exercise 2.0 
Create a Team Georgia Marketplace  Sourced Contract



You must review comments and attachments.

Lesson 2 - Exercise 2.0 
Create a Team Georgia Marketplace  Sourced Contract

Header

Comments and 
Attachments 

from Sourcing 
Event Header

Maximum 
Amount is the  
total from all 

lines



Review the comments and attachments from Event

Lesson 2 - Exercise 2.0 
Create a Team Georgia Marketplace  Sourced Contract

Click Email to 
allow for 

attachment to 
be emailed

Header



Review the Line information

Lesson 2 - Exercise 2.0 
Create a Team Georgia Marketplace  Sourced Contract

Lines

Confirm the 
Line 

information is 
correct.

Comments 
and/or 

attachments 
from the Event 

Lines.



Lesson 2 - Exercise 2.1
Thresholds and Notifications

Header



Lesson 2 - Exercise 2.1
Thresholds and Notifications

Header



Lesson 2 - Exercise 2.1
Thresholds and Notifications



Lesson 2 - Exercise 2.1
Thresholds and Notifications



Lesson 2 - Exercise 2.1
Thresholds and Notifications



Lesson 2 - Exercise 2.1
Thresholds and Notifications



Lesson 2 - Exercise 2.1
Thresholds and Notifications



Now import the executed contract 

Lesson 2 - Exercise 2.1
Thresholds and Notifications

Contract Documents

Click 
Here



Lesson 2 - Exercise 2.1
Thresholds and Notifications
The contract is imported, but attachments still need to be added. 

Once the contract 
is imported in, the 

documents 
associated with the 

contract that are 
not already linked 
to the Sourcing 

Event need to be 
attached.

Contract Documents



Lesson 2 - Exercise 2.1
Thresholds and Notifications
Make sure all relevant attachments are included.

Contract Documents



Contract is ready to be Executed.

Lesson 2 - Exercise 2.1
Thresholds and Notifications

Contract Documents



System Status is set to Approved 

Lesson 2 - Exercise 2.1
Thresholds and Notifications

Make sure the 
System Status 

is set to 
Approved, the 

Contract Status 
is at Executed 

and the 
Maintain 

Document 
button is 
shown.

Remember to 
Save!



Independent Student Exercise 2.2
Create a Contract From an Existing Contract

Scenario:  Contract Administrator Pete Smith 
needs to import the Trash Removal contract for 
$12,000 that was recently executed in July 202X 
He completes the Header, Lines, and Contract.

You have 45 minutes to complete the exercise.

Existing Contracts



Independent Student Exercise 2.2
Create a Contract From an Existing Contract

You enter all Contract IDs of contracts in Team Georgia Marketplace  the 
same way.

Always 
leave SetID 

as State.



Begin Date is the date the 
Contract was first 

Executed (the initial begin 
date) and the Expire Date 

is the date for this 
renewal period expiration.

Independent Student Exercise 2.2
Create a Contract From an Existing Contract

Header



Independent Student Exercise 2.2
Create a Contract From an Existing Contract

Scenario:  Pete Smith needs to enter the Line 
information for the Trash Removal contract he is 
importing into Team Georgia Marketplace  
Supplier Contracts Management.



Independent Student Exercise 2.2
Create a Contract From an Existing Contract

Enter the Line information.

Enter the Description 

The UOM—using the look-up if 
needed

Then enter the Category CD (NIGP 
Code)—using the look-up if needed

Enter the full amount for the line

Click the + to add more lines if 
needed

Lines



Independent Student Exercise 2.2
Create a Contract From an Existing Contract



Independent Student Exercise 2.2
Create a Contract From an Existing Contract

100



Attach all of the 
renewal agreements 

and any related 
amendments not 

uploaded.

After the contract is imported, it is important to attach ALL of the contract history 
and award documents.

Independent Student Exercise 2.2
Create a Contract From an Existing Contract

Contract Documents



Exercise 1:1 Create a Team Georgia Marketplace  Sourced Contract
Create a State Entity contract from an Existing Contract

Independent Student Exercise 2.2
Create a Contract From an Existing Contract



Independent Student Exercise 2.2
Create a Contract From an Existing Contract

103



Creating Contract 
from Sourced 

Event 
(Trash Removal)

Thresholds & 
Notifications

Lesson 2: Summary

Find an Existing 
Value

(Pest Control)



KNOWLEDGE CHECK

Respond in the Chat Box
1. After creating a contract in Team Georgia MarketplaceTM, you need to return to the Header page and 

set the status of the system to:
a) Open
b) Available
c) Approved
d) Read
e) Accepted

2. In Team Georgia MarketplaceTM, when creating a contract from a Sourcing Event, you must enter all or 
part of the _______________.  This is generated when the Sourcing Event is awarded.
a) Requisition ID
b) Vendor ID
c) Contract ID
d) Master Contract ID
e) Ad Hoc Document ID

105



Enterprise Learning

Lesson Three: Agreement Codes



Lesson 3: Team Georgia Marketplace  Sourced Contracts

Agreement Codes

Agreement codes are used to gather information, documents or agreements that were 
made on a contract.  Placing agreement codes on a contract allows for easy tracking.

Agreement codes are already in the system, however if you want to set up an agreement 
code that is specific to your entity you can by contacting procurementhelp@doas.ga.gov.



Lesson 3 - Exercise 3.0 
Adding Agreement Codes 



Lesson 3- Exercise 3.0 
Adding Agreement Codes



Lesson 3- Exercise 3.0 
Adding Agreement Codes

110



Lesson 3 -Exercise 3.0: Team Georgia Marketplace  Adding agreement codes 
to contract header for e-Verify and Insurance Bonds.



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0 
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Lesson 3 - Exercise 3.0
Adding Agreement Codes



Lesson 3 - Exercise 3.0
Adding Agreement Codes



Lesson 3 - Exercise 3.0
Adding Agreement Codes 



Agreement Codes

Lesson 3: Summary



Poll Question

What is the purpose of Agreement 
Codes?
a) Reminder and verification that 

the criteria have been met

b) The Buyer and Contract 
Administrator agree on payment 
methods

c) Requires a designee who will 
receiving the notifications

d) A & C

126

This Photo by Unknown Author is licensed under CC BY-SA

http://www.creative-commons-images.com/clipboard/contract-agreement.html
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/
https://creativecommons.org/licenses/by-sa/3.0/


Enterprise Learning

Lesson Four: Create a Contract 
Template

INDEPENDENT STUDENT EXERCISE



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



139

Lesson 4 – Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration



Lesson 4 - Exercise 4.0 
Creating a Contract Template and Collaboration

144



Creating Contract 
Template &

Collaboration

Lesson 4: Summary



KNOWLEDGE CHECK

Respond in Chat Box
True or False

1. Manual and Email are the only Delivery Method for sharing contract documents.
a) True
b) False

2. Wizard Execution creates a contract template
a) True
b) False

3. If you already have an electronic version of a contract, you can import the 
document into Supplier Contracts instead of creating a new document.
a) True
b) False

146



Enterprise Learning

Lesson Five: Amending and 
Modifying Contracts



Lesson Objectives

By completing this lesson you will:

• Create amendments to executed contracts

• Renew contracts

• Extend contracts

• Cancel contracts

• Close contracts (previously called expired)



Supplier Contracts – Contract Modifications

Working with contracts in Team Georgia MarketplaceTM:

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 5: Amending and Modifying Contracts  
When an Amendment is Needed

Amendment Needed Amendment Not Needed

Amending or Editing an Executed 
Contract

Renewing an Executed  Contract

Extending an Executed  Contract

Closing an Expired Contract

Cancelling a Contract for Cause or for 
Convenience

Cancelling a Contract due to the 
results of a protest or due to 

error or supplier has gone out of 
business



Lesson 5 - Exercise 5.0
Create an Amendment

Scenario: Pete Smith needs to amend the 
newly created Unarmed Security Services  
contract to include service to a new 
building that has replaced an old building 
no longer in use. In addition he needs to 
add some additional funds to the 
maximum amount.



Lesson 5 – Exercise 5.0
Create an Amendment
Working with contracts in Team Georgia MarketplaceTM:

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 5 – Exercise 5.0
Create an Amendment

There are three types of Amendments in Team Georgia Marketplace :

• Amend Contract Only:  Revision being made to the original contract ---DO NOT USE

• Amend Contract with Amendments: Generates both a separate amendment file and a copy of the last 
executed main contract document---DO NOT USE

Amendment File Only:  Generates only the amended file
IT IS RECOMMENDED THAT YOU ALWAYS USE THIS ONE.



Lesson 5 – Exercise 5.0
Create an Amendment

Return to your executed existing contract

Search options for finding contracts.  The 
Contract Version will always be 1.  We are not 
using Version Status.  You can search by Vendor 
Name in addition to Short Vendor Name.

We can also make our searches Case Sensitive.  
If this box is checked, the search will look for 
exactly what is entered.

Return to 
your existing 

contract



Change the System Status to Open and go to Maintain Document.

Lesson 5 - Exercise 5.0 
Creating an Amendment

Set the System 
Status to Open 
and SAVE if you 

need to enter 
information on 
the Header or 
Line and then 

make the 
change. 

Then click 
Maintain 

Document. 

Amendments



Click to Create Amendment

Lesson 5 - Exercise 5.0 
Creating an Amendment

Amendments



Select Amendment Option, Configurator ID, Major Version or Minor Version and enter 
comments.

Lesson 5 – Exercise 5.0
Creating an Amendment

1. Select the Amendment 
Option of Amendment 
Files Only

2. Select SPD Agency 
Contract Amendment

3. Indicate if this is a Major 
or Minor version change. 
(Almost always an 
Amendment is a Major 
Version change)

4. Enter a comment to 
explain the amendment

5. Click OK

Amendments



The Amendments Document must be attached

Lesson 5 – Exercise 5.0
Creating an Amendment

Amendments

Please notice the 
version change.



Lesson 5 – Exercise 5.0
Creating  an Amendment
Upload the Amendment attachment(s)

Amendments



Review the Document Version History and then Complete the Approval Step to move 
the Amendment through to the next step.

Lesson 5 – Exercise 5.0
Creating An Amendment

Amendments



Lesson 5 – Exercise 5.0
Creating an Amendment
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Lesson 5 – Exercise 5.0
Creating an Amendment

Now complete the Dispatch to Contacts step—you will not actually dispatch at this time.

The 
Amendment 
Status is now 
at Approved.

You now click 
to Dispatch to 

move the 
amendment 

through.

Amendments



Lesson 5 – Exercise 5.0
Creating an Amendment
Use the drop-down to change the delivery method to Manual.

Amendments



Now Execute the Amendment Document

Lesson 5 – Exercise 5.0
Creating an Amendment

Amendments



Set the system to Approved, and Save.

Lesson 5 – Exercise 5.0
Creating an Amendment



Lesson 5 – Exercise 5.1
Renewing a Contract
Working with contracts in Team Georgia MarketplaceTM:

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 5 – Exercise 5.1
Renewing a Contract

Steps for Renewing a Contract:
• Find the contract in Supplier Contracts
• Change the system status from Approved to Open and Save
• Change the expire date to the new date
• Optional—enter header comments
• Click to uncheck Initial and click on Renewal link
• Enter the renewal # ____ of # _______
• Enter the begin date and end date of this contract period
• Adjust the maximum amount if needed
• Click on Maintain Document at the top right
• Click to Create Amendment
• Select Amendment Template to use
• Enter Major change—information that contract has been renewed
• Attach all renewal documents
• Submit for Approval 
• Set Dispatch to manual (or email)
• Execute the amendment
• Click on the Contract Id to return to the Header screen
• Set system status to Approved and Save 

 



Lesson 5 – Exercise 5.1
Renewing a Contract

Scenario: Pete Smith needs to renew the 
Trash Removal Contract for another year. 
This involves both the Renewal process 
AND creating an amendment.

STUDENT INDEPENDENT EXERCISE



Lesson 5 – Exercise 5.1: Renewing a Contract

Locate the contract



Lesson 5 – Exercise 5.1: Renewing a Contract
Change the System Status to Open, Save, and change the Expire Date. Renewals

Comments are 
optional



Lesson 5 – Exercise 5.1: Renewing a Contract

Uncheck Initial Period to Enter the Renewal Status information.
Renewals

Select Renewals from 
the drop-down.

Then enter which 
renewal this is and the 
Renewal From and To 

dates



Lesson 5 – Exercise 5.1: Renewing Contract/Create Renewal 
Amendment

Now create the Renewal Amendment on the contract.

You may click 
Add Comments 

to enter any 
comments related 

to this action. 
This is optional 

when an 
Amendment is 

created.

Renewals



Lesson 5 – Exercise 5:1 Renewing Contract/Creating Renewal 
Amendment

Create the Amendment

Renewals



Select Major Version, the Configurator ID And enter comments.

Lesson 5 – Exercise 5:1 Renewing Contract/Creating Renewal 
Amendment

Renewals



Add Attachments relevant to the Renewal. 

Lesson 5 – Exercise 5.1: Renewing Contract/Creating Renewal 
Amendment

Add the following attachments:

•Contract Assessment form

•Contract Action 

•Any renewal letters or 
agreements

•Updated Insurance and/or 
Bond 

•Updated Immigration 
document for Public Works

Renewals



Lesson 5.1: Renewing Contract/Creating Renewal Amendment

Make sure to include the Contract Renewal Document.



Complete the Approval and Dispatch Process, and then Execute Contract.

Lesson 5 – Exercise 5.1: Renewing Contract/Creating Renewal 
Amendment

Renewals



Set the System Status to Approved and Save.

Lesson 5 – Exercise 5.1: Renewing Contract/Creating Renewal 
Amendment



Lesson 5 – Exercise 5.2 Extending a Contract

Scenario: It is the end of the contract year and Pete 
Smith needs to Extend the Unarmed Security Service 
contract for 90 days because a new Statewide Contract 
for this services has been established and is scheduled 
to begin in 3 months. He has informed the supplier 
who has agreed to extend the contract for 90 days.



Lesson 5 – Exercise 5:2 – Extending Contract

Working with contracts in Team Georgia MarketplaceTM:

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 5 – Exercise 5.2: Extending a Contract

Steps for Extending a Contract:
• Find the contract in Supplier Contracts
• Change the system status from Approved to Open and Save
• Change the expire date to the new date
• Optional—enter header comments
• Click to uncheck Initial and click on Renewal link and select Extended from 

the dropdown options 
• Enter the end date of this contract extension period
• Adjust the maximum amount if needed
• Click on Maintain Document at the top right
• Click to Create Amendment
• Select Amendment Template to use
• Enter Major change—information that contract has been extended
• Attach all extension documents
• Submit for Approval 
• Set Dispatch to manual (or email)
• Execute the amendment
• Click on the Contract Id to return to the Header screen
• Set system status to Approved and Save 

 



Return the System to Open Status, enter the new Expire Date, and check the Renewal link.  

Lesson 5-Exercise 5.2: Extending a Contract

Extensions



Lesson 5 – Exercise 5.2: Extending a Contract
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Lesson 5 – Exercise 5.2: Extending a Contract
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Lesson 5 – Exercise 5.2: Extending a Contract
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Lesson 5 – Exercise 5.2: Extending a Contract
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Lesson 5 – Exercise 5.2: Extending a Contract
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Lesson 5 – Exercise 5.2: Extending a Contract
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Lesson 5 – Exercise 5.3 Closing a Contract

Scenario: It is 90 days later and Pete Smith 
needs to close the Unarmed Security Services 
contract because it has been replaced by a new 
SWC. 



Lesson 5 – Exercise 5:3 – Closing Contract

Working with contracts in Team Georgia MarketplaceTM:

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 5 – Exercise 5.3: Closing a Contract

Steps for Closing a Contract:
• Find the contract in Contract Entry
• Change the system status from Approved to Open and Save if you need to 
change any information on the header

• Optional - change the expire date to the new date if applicable
• Enter header comments explaining why the contract is being closed
• Optional - click on Maintain Document at the top right ifyou need to add any 
additional attachments. Note you will have to Reset to Dispatch to do so

• Click on the Contract ID to return to the Header screen
• Set system status to Closed and Save 

 



You will enter a comment 
to explain the action being 

taken. Provide as much 
information as possible

Enter a comment explaining your action.

Lesson 5 – Exercise 5.3: Closing a Contract

Closing



Enter the comments

If you decided to attach a 
recent Contract Assessment 
form DO NOT DO SO HERE. 

Instead, go to Maintain 
Document and attach that 
form on the contract itself.

Enter comments explaining why the contract is  being closed.

Lesson 5 – Exercise 5.3: Closing a Contract

Closing



Set the system status to 
Closed.

To add any attachments, you 
must go to Maintain Document 

which opens the Contract 
page and attach the 

documents to the Contract!

Lesson 5 – Exercise 5.3: Closing Contracts

The System Status for contract not being renewed or not eligible for renewal is Closed.

Closing



Lesson 5 – Exercise 5.4 Canceling a Contract
 

Scenario: It is December 10, 20XX and Pete Smith 
needs to Cancel the Pest Control contract for poor 
performance (for cause).  He has tried to work with 
the supplier for months and has seen no 
improvement. He has an updated Contract 
Assessment form, a Supplier Performance Report, 
a Cure letter, and a document containing several 
emails to support this action.



Lesson 5 – Exercise 5:4 – Cancelling a Contract

Working with contracts in Team Georgia MarketplaceTM:

Working with Contracts in Team Georgia MarketplaceTM

Existing Contracts (Non-
Team Georgia 

MarketplaceTM)

Team Georgia 
MarketplaceTM Sourcing 

Events
Contract Modifications

Existing Contracts

Contracts from 
Requisitions

Sole-Source or Exempt 
Contracts

Amendments

Renewals

Extensions

Cancelations

Closing



Lesson 5 – Exercise 5.4: Canceling a Contract

Steps for Canceling a Contract:
• Find the contract in Contract Entry
• Change the system status from Approved to Open and Save
• Change the expire date to the date the contract can no longer be used
• Enter header comments indicating why the contract is being canceled.  

Indicate all documents will be in the document management section
• Click to uncheck Initial and click on Renewal link. Select Canceled from the 
dropdown options

• Enter the date the contract cancellation goes into effect
• Click on Maintain Document at the top right
• Click to Reset to Dispatch
• Attach all documentation explaining or supporting the cancellation
• Execute the amendment
• Click on the Contract ID to return to the Header screen
• Set system status to Canceled and Save 

 



Find the contract to be canceled.

Lesson 5 – Exercise 5.4: Canceling a Contract

1. Change the System Status to Open
2. Change the Expire Date to contract 

end date
3. Add comments explaining why the 

contract is being cancelled
4. On the contract page, add all 

documents
5. Unclick Initial Period and in the 

Renewal screen, click on Cancelled-
enter the date

6. Change the System Status to 
Cancelled

Cancelations



Indicate the reason for 
canceling the contract. 
Enter date and “sign” 

comment. Indicate that all 
applicable documents are 
attached to the contract.

Enter a comment indicating the reason for canceling.

Lesson 5 – Exercise 5.4: Canceling a Contract

Cancelations



Enter the Maintain Document section to attach cancel documents.

Lesson 5 – Exercise 5.4: Canceling a Contract

Cancelations



Reset to Dispatch to attach documents.

Lesson 5 – Exercise 5.4: Canceling a Contract

Cancelations



Attach all relevant documents.

Lesson 5 – Exercise 5.4: Canceling a Contract

Cancelations



There is no Amendment 
created for a canceled 

contract.

Return to contract Header.

Lesson 5 – Exercise 5.4: Canceling a Contract

Cancelations



Change Renewal Status to Canceled. 

Lesson 5 – Exercise 5.4: Canceling a Contract

Uncheck Initial Period to 
change the Renewal Status to 
Cancelled and enter the date 
the contract was canceled in 

the To field.

Cancelations



Change the System Status to Canceled.

Lesson 5 – Exercise 5.4: Cancelling a Contract

You will get a message 
that your action will 
cancel the contract.

Click OK . If you want to 
be able to re-award, 

indicate so.

Cancelations



Lesson 5 – Exercise 5.4: Cancelling a Contract

You must determine if you want to re-award the contract.



Lesson 5 – Exercise 5.4: Cancelling a Contract 

Click OK



Lesson 5 – Exercise 5.4: Cancelling a Contract



If this message appears when you 
attempt to Cancel a contract, you will 
not be able to cancel the contract until 

all POs have been dispatched and 
paid. 

When this happens, change the 
Status to Open and change the Expire 
date to the Cancelation date, and then 
set the system status to Approved---
until the PO process is completed. 

Once the PO process is completed, 
return and change the status to 

canceled

Lesson 5 – Exercise 5.4: Cancelling a Contract 



Poll Question

True or False

Renewing a contract requires an 
amendment.

a) True
b) False

210



Poll Question

Select the best option
Which three of the 
amendment types should you 
always use?

a) Amend Contract Only
b) Amend Contract with 

Amendments
c) Amendment File Only

211



Closing a Contract
(Unarmed Security 

Services)

Extending a 
Contract

(Unarmed Security 
Services) Amending a 

Contract
(Unarmed Security 

Services)

Canceling a 
Contract

(Pest Control)

Lesson 5: Summary

Renewing a Contract
(Trash Removal)



Agency Contracts – Public Queries

213

 0SC003_CONTRACTS_BY_AGENCY
 Lists Supplier Contracts by Agency Business Unit (BU) that are not 

closed/cancelled.
 0SC002_CONTRACTS_BY_BUYER
 Lists all contracts that are not closed/cancelled for a business unit and 

buyer.
 0SC003C_ACTIVE_CNTRCTS_MAXAMT

 Lists Active Contracts with maxamt by business unit and expiration date 
(>, greater than entered date) specified.

 0SC003D_ACTIVE_REQ_BY_CONTRACT
 Lists Active Requisitions linked to a Contract Id. Prompts for the Agency 

BU, and Contract ID [entered as a wild card (Like %)].
 0SC048_AGENCY_INFLIGHT_PO – Lists In-Flight POs on Agency Cntrct provided 

at Prompt.

Queries that are helpful in monitoring Supplier Contracts: 



Amending Contracts

Closing and 
Cancelling 
Contracts

Creating Contracts 
from Requisitions

Adding attachments 
to contracts 

Course Summary

Creating Contracts 
from Sourcing 
Events

Renewing and 
Extending 
Contracts
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Best Practices
• Close multiple browsers, browser windows, browser tabs or device – CLOSE ALL BUT ONE BEFORE 

TAKING THE COURSE THROUGH TO COMPLETION
• Launch one test at a time
• Actively launch in one window
• You are timed out after five (5) minutes.  If you leave the computer for more than five (5) minutes, when you 

return, close the window and re-launch
• If your internet connection is lost, close the course window, and establish a stronger connection before re-launching
• The Activity Tracking Window must remain open 

• Check/Update Browser
• Chrome 50 or higher
• Mozilla Firefox 45 or higher
• Safari 9 or higher

Additional Tips:
• Clear browser’s cache or temporary Internet Files
• Disable Browser Extensions/Plug In’s
• Disable Pop-Up Blockers

Test Taking Troubleshooting Guide



Course 
Evaluation

Enter this link in your web browser address field:

Course Evaluation

https://www.surveymonkey.com/r/SPDvirtualtraining

https://www.surveymonkey.com/r/SPDvirtualtraining


SPD Newsletters

Georgia Department of Administrative Services

Buyer’s Digest
The Buyer’s Digest provides relevant information
to the buyer’s community. Find updates on
policies, new and current statewide contracts,
Team Georgia Marketplace, and available
opportunities in the procurement industry. Learn
how to maximize your purchasing power in the
best state for business!

Training Digest
Want to advance in your procurement career? 
Eager to learn how to navigate the procurement 
process successfully? Browse the latest training 
news, events, and courses available. Complete a
state certification to be featured in an upcoming 
Training Digest issue. Subscribe now and learn
the secrets to becoming certified and successful 
procurement professionals.

Want to stay informed?
Email to subscribe! Click Here!

Purchasing@doas.ga.gov

mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov
mailto:Purchasing@doas.ga.gov


Congratulations

You have successfully completed the 
course

Supplier Contracts 
Management

State Purchasing Division
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200 Piedmont Avenue, S.E.

Suite 1308, West Tower

Atlanta, Georgia 30334

404-653-1658 georgia.learning@doas.ga.gov
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