Quick Reference Guide - -

Team Georgia Marketplace @Team

Georgia
Marketplace

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

Ste Do This:
p #
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.

- suppier Socur Home Page |

EEEEEEEEEEEEEEEEEEEEEE

Euens

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.
¢ Supplier Secure Home Page Purchase Orders
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.

Filters E3
Lpos Dispatched Between | 08/01/2021 ] - 1200172021 Ex] l
From PO ID Q \
ToPOID Q
Supplier Location Q
ltem Category
Item ID Q
Item Description
Supplier Item ID Q
kontm ctID Q l
Contract Version
Release Number
Resat

e You can also search by PO ID, PO ID range or by Contract ID if applicable.
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« fuppler Secere Home Page Purchase Orders

Business Uit [ Purchans Order Supplier Locaion  PODste PO Ststus  Last Dinpistched DateTime Burper PO Totsl Amount/ Currensy Pupmeed Torms Acknowdadgement Saatos Acorns PO Details
ACHPRNARY  OWWZE ol CGTSEE SAEIAV I s ®
osezoun I

ACH PRIBARY BB Comp Het 33 @
PO download to grid for Supp x
Hep
Download Purchase Orders
Customize the grid to show the desired columns, then iick on the downioad te grid icon in the grid headerfo load the
dats o 3n el spresdshest
I Purchase Orders
sgerDetsis || escerComments || LreDemmis || LneGomments || SchecyeDetsis || StipToSomments | Ik
PoNamber  Une | sohedue e Descripson Revson  DueDate Poay uom price Nershancise S —
VELASERES . N
oocofi, 1 1 CONFERENOE TAELE oar142021 10000 EA 13865.26000 13865.56 0.000| USD
PO download to grid for Supp x
Hep
Download Purchase Orders
Gustomizz the grid to show the desired columns, then cick on the downlosd to grd isan in the oG header to losd the
ata nto =n wxcel spresdshest
Purchase Orders
Personaize Header Comments || LineDetais || Line Comments || Schedyle Detais || ShioTo Comments | llr
Zeom Purensss Orars (ﬁn Desoription Revision Due Date POGty uOM Price = Freight Tax/hliso.  Currency
Dounload Purchasa Orders Tabe to Excel
UELASERES oarta/z021 10000 EA 1288558000 12588.55 0000 USD
£ TABLE
[ Dovmlond Furchase Orcers Teble to Ercel |,
Reciangs Sim Tit Y " -
00001 1 1 e oaDer0z1 20000 EA s52.70000 azziz 0000 USD
Truck Driving
Part Mo PETC
o000 2 1 ZédaREmK Rectange oaierz0z1 30000 EA 385.18000 e 0000 USD
Fies Tatis, Commerzial
Truck Drving
Part No. TY1 2072REST
0001 3 1 e oaerz021 240000 EA 552.76000 12208.98 0000 USD
Oriving
.

e Select Return when finished

7 [X out of the page to return the Purchase Orders Summary Page

PO download to grid for Supp

Purchase Order List

Purchase Order List

PO Detaite || Hesuer Datsis.

Status Deseription Last Dispatehed DatefTime Lines Total Amount
0000
Y seean [ The View PDF buten skows yau t genarate 3 srintsbie version of e purchsse
orser Using the Defaut View for Cnanga Orders opions you can conio: fine

raport generated shows il Enes or orly ha atest cranges (This same opton s
3120 Uses t ool e e view of e P
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8 |[Click on the Sort Icon to sort the data according to your preference

Purchase Orders

< Supplier Sacure Home Page

E Dewnload PO Information

Business Unit { Purchase Order

Transportation, Dept of
oo

South GA Technical College

ouuuu-

Supplier Location

ACH PRIMARY

ACH PRIMARY

PO Date PO Status Last Dispatched Date/Time

09/14/2021 Compl 09/15/2021 9:42:37AM

08/08/2021 Compl 09/16/2021 3°5820AM

2rows
PO Dale "
Buyer PO Total Amount Currency  Payment Terms  Acknowledge|  ©C S11us Jetails
1338536 Last Dispatched DaterTime
Net 30
I 5
Buyer
20347 76

uso

Sort L (o H

Business Unit
Purchase Order

Supplier Location

RO Total Amount
Currency Code E“k“ sort

Payment Terms

R

Actions

¢ Supplier Secure Home Page

E Download PO Information

Business Unit | Purchase Order

Transportation. Dept of
ooogl

ACH FRIMARY

South GA Technical Callege
0000

ACH FRIMARY

Supplier Location

PO Date PO Status  Last Dispatched Date/Time
001472021 Compl 08/152021 8:42:37AM
00/08/2021  Compl 00/16:2021 ©:58:20AM

Purchase Orders

Buyer PO Total Amount / Currency
13,8585
Net 30
usp
2034778
Net 30
uso

Payment Terms

2rows

PO Details

Actions x

Actions

A view POA

Ve PO Dispatoh Dosumert m

»

Click on Actions Menu to View PO Dispatch Document.

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

10

Click View PDF,

View PO Dispatch Document x
Mew Window Help Personalize P -
Purchase Order List |
Purchase Order List
E\ 1w Wiew All
PO Details Header Details
Purchase Order Status D ip Last Di: Date/Time Lines Total Amount
cood, Comp 001152021 :42:3TAM 1 12,285.25 USD
¥ Selectad Clear All The View FDF button allows you io generate a printable version of the purchase
order. Using the Defauit View for Change Orders options you can control if the
report generated shows all lines or only the latest changes. (This same option is
also used fo controd the online view of the PO.) -
L3
e 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.
Process o generate PO output file, is taking longer than exxpected. (T028,188)
To alkow your session to continue, this job will finish in the background. Please wait a minute or so and then press the bution again to bring up the PO for printing.
("fou must stay within this component, or pressing the button will cause the report to be resubmitted. )
e You can X out of this page once done
08-01-2019 Procurement Helpdesk @ 404-657-6000 or procurementhelp@doas.ga.gov Supplier Quarterly sales report upload



mailto:procurementhelp@doas.ga.gov

Quick Reference Guide
Team Georgia Marketplace

i
il g,
oy,

P Team ey,
- Georgia
Marketplace

11

Purchase Orders

U Supplier Location PO Date PO Status  Last Dispatched Date/Time Buy PO Total Amount  Currency
Transportation. Dept of - 13.80588

ACHFRIVARY oataz0z1  Compl DRTB021 SAZATAM ] Net30
aoaof uso
South GaTechnical Callege 20.34778
oo ACHERIMARY ooioE2021  Compl 0B/16:2021 @.5820AM — om Met20

Click on the PO Details to view additional information on a specific PO.

Payment Terms

Acknowledgement Status

12
out of

the page once you are done with your review.

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

Revlew Purchase Orders

Purchase Order Details

Purchase Order Tofa

Merah

FralghtTexMica,

Total Amount 1285 85 UsD

2~

[51[a] v
e

Invoice Details
z
[ pa— = Untprss | WarshanseAmount

[ S— P p—
EE B
e Feymant amauat Dissount | et [ o e

Return to Purchase Order Details page
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