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Purchase Order Tile 
DO NOT REMIT PAYMENT UNTIL YOUR INVOICE IS RECEIVED. 

 
Ste
p # 

Do This: 

1 Using your password and User ID, sign in on the Bidder and Supplier Registration page. 
 

Link:  
https://fscm.teamworks.georgia.gov/psc/supp/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAG
E.GBL 
For security reasons, if you have not already changed your password, please click on Change My 
Password in the main menu options and follow instructions located in Register as a Supplier Quick 
Reference Guide. 
 

2 Click on the 'Purchase Order' Tile. 

 

3 Click on the filter button if no POs are displayed. The page is designed to default in PO activity within 
the last 90 days. 
 
 
 
 
 

 
4 Enter new search criteria such as a specific date range, not to exceed 90 days at a 

time. Click Done once you have finished entering your criteria. 

 
• You can also search by PO ID, PO ID range or by Contract ID if applicable. 
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5 Click on the Download PO Information button to view results in grid form or download to Excel. 

6 Click on the Grid Action Menu to download results to Excel format.  

 
• Select Return when finished 

 
7 X out of the page to return the Purchase Orders Summary Page 
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8 Click on the Sort Icon to sort the data according to your preference 

 
9 

Click on Actions Menu to View PO Dispatch Document. 
 

• The Acknowledgement Status column and the View POA Action option is currently not 
enabled. Please Ignore! 

10 
 

Click View PDF. 

 
• The following message pops up, telling you to wait a minute or so before clicking on View PDF 

button again. This will allow the process enough time to finish. 

 
• You can X out of this page once done 
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11 Click on the PO Details to view additional information on a specific PO. 

 
12 Click on any Invoice displayed on the PO Details page to view additonal information, or X 

out of the page once you are done with your review. 

 
• Return to Purchase Order Details page 
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