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9.2 Linking / Unlinking Statewide or Agency Contract to PO

1. Login to TeamWorks TGM as end user and /or Support agent having Purchase Orders role
https://fscm.teamworks.georgia.gov
Click on the Procurement Tile.

Procurement

=

2. Find an existing POs by any search criteria such as Business Unit & PO # or Business Unit & PO
Status By navigating Purchase Orders -> Add/Update POs -> Find an Existing Value.

< Home Procurement

Procurement WorkCenter o «

Main Reports/Queries Pagelets Purchase Order

% Links C o Enter any infermation you have and click Search. Leave fields blank for a list of all values.
" Load Voucher Stage
= Purchasing Find an Existing Value | Addabew Value
' Requisition Selecti S
e Search Criteria
& AddiUpdate POs
™ Review Purchase Orders
5 Approve Amounts Business Un'rt 40300 Q
& Approve ChartFields PO Number| beging with .
"
- Dispatch POs Origin | begins with Q,
AddiUpdate Receipts
- Acti\.r'rts Summary : Purchase Order Date 2
T Buyer's Workbench PO Status| = vl |
O Review Suppliers Short Supplier Name | begins with aQ
T Sourcing Workbench Supplier ID| begins with . Q
= Suppliers Name 1| begins with .
ﬁ My Work Z av Buyer| begins with Q,

Purchage Order Reference| begins with .

D CasW Sensitive

Search Clear Basic Search IQL;11 Save Search Criteria

3. “Maintain Purchase Order” page will open. Click on “Contract” tab under Lines
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Maintain Purchase Order

Purchase Order

Header Details

Activity Summary

Use Procurement Card

PO Defaults Document Status Service PONp o
Reguisitions Add Comments ° e
PO Activities Add ShipTo Comments E Verify

Add ltems From

Purchasing Kit Catalog

Lines
[ Details | Ship ToDueDate | Statuses | htem informstion | Atiibutes | BFG | Contrsct | Receiving

Description

Business Unit: 43400 PO Status: Approved X

PO ID: 0000151071 Budget Status: HNot Chi'd ﬁ !E ]

Copy From: - D Hold From Further Processing
PO Date: [0t [ VendorSearcr Do Tol Status: —
“Vendor: IWQ Vendor Details PO Type: OMP Open Market Purchase
Vendor ID: PO0DSZ7E7 |, STERLING NDUSTRIAL SALES & SERVICE LLC Receipt Stalus: Nt Recvd
*Buyer: ,WO\ Shirley S Sumner 478-552-4649 *Dispatch Method: Print - Dispatch

POReference:  [oniine Src From Req 0000025554

Merchandise: 4,405.00
FreightTax/Misc.: 0.00 Calculate
Total Amount: £,405.00 USD

Encumbrance Balance:

Select Lines To Display
Line: A To: O Refrieve

First n 180of8 u Last

Merchandise
Amount

ID” field for any/or all given lines.

Purchase Order

Purchase Order

1 ) S5M6x3 Bots - [ eoovoom| [Ea o [3e20 o B [ossooo 3,300.00 Active = @
2 B, SM6Fatweshers B [ Gooooooo] EA | [f2081 | R [0.08000 30000 Actve O [0 =
3 [ 518 Hex Nuts -E [ eoonnoo0] [Ea o [32043 | R [0.06000 360.00 Active o [E =]
o B weceipaio 8 [3o000000] EA @ [32073 |@ M [0.0s000 150.00 Active D B =
4. Click on magnifying glass to search for the contract or enter the contract id in the “Contract

Purchasing Kit Catalog

Add ltems From

Business Unit: 43400 PO Status: Approved n
PO ID: 0000151071 Budget Status: Mot Chi'd ﬂﬁt j‘?j‘ B
Copy From: b [T Hold From Further Processing
*pQ) Date: 1203172014 W Vendor Search Doc Tol Status: Error
*Vendor: STERLINGIN-004 | C4  vendor Details PO Type: OMP Open Market Pu
*Vendor ID: 0000527787 Q _5_ Not Recvd
*Buyer: SUMNERS Q Shirley S Sumner 478-552-4549 *Dispatch Method: Print - [
PO Reference: [Online Src From Req 0000025564 Amount Summary
Header Details Activity Summa Use Procurement Card Merchandis 4,405.00
PO Dz.ef.a.uns Document Status *Service PO ﬁ FreightiTax/Misc.: 0.00 C
Requisitions Add Comments Total Amount: 440500 USD
PO Activities Add ShipTo Comments E Veri T

Encumbrance Balance:

Select Lines To Display
Line: QA To: i, Retrieve

'ng::ns ] sShip ToDue Date | Statuses | ltem Information | Atwibutes | RFQ |
Description Contract Version
[ S/16x3 Botts = STATE | Q [ lal |a
[ SHEFlatWashers = STATE | Q [ Jla [ |a
| [l 56 Hex Nuts = STATE | Q [ &l =&
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Purchase Order
Business Unit: 45400 PO Status: Approved
PO ID: 0000151071 Budget Status: Mot Chik'd ﬁ
Copy From: - "I Hold From Further Processing
*PQ Date: 1273172014 ij Wendor Search Doc Tol Status: Error
“Vendor: STERLINGIN-004 QL vendor Details PO Type: OMP  Open
“Vendor I0: 0000527787 | STERUNG NDUSTRIAL SALES & SERVICE LLC Receipt Status: ot Recvd
*Buyer: SUMNERS &y Shirley S Sumner 478-552-4649 *Dispatch Method: Print
PO Reference: |oniine Sre From Req 0000025564 Amount Summary
Header Detaile Activity Summary Use Procurement Card Merchandise: 4,405.0|
PO Dgf.a.u fts Document Status *Service PO g o FreightiTax/Misc.: 0.0
Requisitions Add Comments Total Amount: 24050
PO Activities Add ShipTo Comments E Veri T
Encumbrance Balance:
Add tems From Select Lines To Display
Purchasing Kit Catalog Line: L Toe Q& Retrigve
Lines
" Details | Ship ToDue Date | Statuses | item Information | Atwibutes | BF@ | contract [ Rer iving
Line Description SetlD Contract ID Contract Version f;r;tract
1 £h 5/16x3 Boks B = STATE | Q Q
2 Eh 5116 FlatWashers 5 STATE | a & [ ]
| 5 [} 5116 Hex Nuts &= = STATE | Q Q
— —
5. “Look up Contract ID” page will open to search the contract. Select appropriate contract id.

Look Up Contract ID

Contract 1Dz begins with |
Short Vendor Name: pegins with | Q
Description: begins with |

Look Up | Clear | Cancel |Mﬂ

Search Results

Contract 1D

0000005115 STATE SWC307T47-5 FISHERSCIE-001 Approved Biolo

STATE 0000005115 STATE S55955-SPO-SPOOGO0088-0008 FISHERSCIE-001 Approved Biolo
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6. Click “Save” to link the contract id with PO.

Lines
" Details | Ship To/Due Date | Statuses | tem Information | Atibutes | RFQ T cContract | Receiving

Line Description SetlD Contract ID

1 8 5/16x3 Bots & 5 STATE  |99999-001-SPD0000103-0001 ()
2 Ei 516 Flat Washers [ & STATE | Q
3 [ 5116 Hex Nuts _:Eﬁ = STATE | Q
4 [ 1024x3 Phil Rd HD _:;ﬁ ] STATE | Q
5 5 10x24 Hex Mut _:;ﬁ = STATE | Q
6 =1 #10 Flat Washer & & STATE | a
7 EB #10 inch 1/2 Hex Screw. = STATE | Q
o [t 910 Chmimlnmn Chanl Mubn  TEL

View Printable Wi

*Go tos ... More|

eturn to Search | [&] Motify | % Refresh

I & save

7. To unlink the contract id — select the contract value- delete it and save the changes.

" Details | Ship ToDue Date | Statuses | tem information | Atibutes | BF@ | contract | Receiving

Description Contract 1D

1 % ULTSNSE PFNTRLSZ . [ = =371 (959595 PD-5PD0000083-000e]
2 % GLVNTRLTRANQL  [B % STATE  [99999-SPD-SPDO0000EE-0008

View Printable Version

Delete the
selected value

& save eturn to Search | tEPrevicus in List | #[FMext in List ‘ [Z] Metify | 4 Refresh




