
 Quick Reference Guide:  
                                            Supplier Quarterly Sales Report Submission 
 

 This document provides the steps to follow in order to submit your quarterly sales 
report. 

1.  Using your Userid and password, Sign In on the Bidder and Supplier Homepage.  
 
Link: 
https://fscm.teamworks.georgia.gov/psc/supp/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LA
NDINGPAGE.GBL 
 
 

 
 

2.  Click on ‘Your WorkCenter’ tile. 

 

https://fscm.teamworks.georgia.gov/psc/supp/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL
https://fscm.teamworks.georgia.gov/psc/supp/SUPPLIER/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL
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3.  Click the option Update Contract Deliverables under Manage Contract 

 

4.  Results will be returned in the Search Results section.  A list of all the verification steps that are not 
yet completed will be displayed. 

Under the Verification Steps column, click on the quarter for which the report will be submitted. 

**Pick the correct fiscal year and quarter.   
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5.  

 

6.  You will be taken to the Update Verifications page. 

 Verify the contract information is correct. 

1. Enter the Total Sales amount. This amount should match the total amount as listed in the 
associated quarterly sales template. **The invoice amount will be calculated and displayed 
once you enter this value.** 

2. If no sales, select the No Sales box. 
3. Review the email address(es) listed.  

• The email address(es) should be that of the person(s) who needs to receive the 
invoice. 

• If needed, enter the correct email address(es). 
• Corrections to email addresses should be reported to the contract administrator so 

that the email address(es) can be updated for future quarters. 
4. Click on the Upload a File link. 
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7.  Click on the Browse button and select the report to be uploaded and then click on the Upload 
button.  

** Please get the latest template from http://doas.ga.gov/state-purchasing/suppliers/quarterly-
sales-reports  and upload only one file. DO NOT REMIT PAYMENT UNTIL YOUR INVOICE IS RECEIVED. 

 

 

8.  On the Update Verifications page, confirm the report has been uploaded in the Attachments 
section. If this report was submitted in error, click on the delete button to delete the current 
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submission. This will allow another report to be submitted. When you have uploaded the report, 
change the Activity Status to Completed.  

A message will be displayed to confirm the invoice amount. Click OK. 

** If you need to save the changes and come back later and finish them, then set the status to In 
Progress and save the changes. You will be able to come back later and complete the changes. 

 

9.  A warning message will be displayed to let you know that you cannot make changes once you set the 
status to COMPLETED and leave the page. 

Click OK. 
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10. An e-mail containing a copy of the invoice and instructions on how to pay the invoice will be sent to 
the address(es) provided within an hour. 

 

11. End Process 

 


