Quick Reference Guide
Team Georgia Marketplace

Georgia
Marketplace

Cart Approver

This document outlines the process the Cart Approver uses to review and approve a cart and assign it to an
Assignee.

Step # Action

1 Sign into Team Georgia Marketplace.

Team Georgia Marketplace

State of Georgia
SIGN IN
Welcome To Team Georgia Marketplace!

Existing Users: Please enter your user name and password below (fields are case-sensitive).
New Users: Please Click Here for access. You will be provided with details on how to access

this site.
User Name
2 Cart Approver receives an email confirmation to approve a cart.
A shopping cart has been assigned to you]
"‘\ <5 Reply %5 Rephy
support@sciquest.com

PR e

To © Patel, Leena

@ If there are problems with how this message is displayed, click here to view it in a web browser.
Click here to download pictures. To help protect your privacy, Qutlook prevented automatic download of some pictures in this message.

|CAUTICIN: This email originated from outside of the organization. Do not click links or open attachments unless you recognize the sender and know the content is safe.

Shopper: Leena Patel (Agency: 40199)
Assigned to: LEENA PATEL

Dear Leena Patel

A Cart has been assigned to LEENA PATEL (Leena Patel@doas.ga gov) from Leena Patel
(leena. patel@doas.ga.gov). If you are a Requester and will be submitting the cart, please
log in via PeopleSoft. If you are an Approver, the shopping cart can be accessed for review
in "Draft Carts" or by selecting the URL below.

hittps ffusertest sciquest. com/a outerViewAssignedCarts?
AuthUser=1155557&ParamAction=View&Cartld=3545044&tmstmp=166014557 1591

If applicable, the user has submitted the following additional comments:
Test Cart

If you need to review the process for approving a cart, please log into

http-//doas rollbook. com with your email address as your login and your employes ID minus
the first two zeros as your password. You can find the Assigned Cart Training in Enroliment
under Current or History_ If you hawve any additional questions with regard to this shopping
cart, please contact your Team Georgia Marketplace Support Team

Support Team Contact Information:
+1 404-657-6000 ProcurementHelp@doas. ga.gov

Thank you,
Georgia
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Action Items in the upper right corner of the screen.

Snop b My Carts and Orders b View Canta b Assigned Carts l

Cart Management

DraftCarts  Assigned Carts

Assign Substitute
Substituting For:
Test Requester]

¥ Flter Assiqned Carts

i

Click on Shop > My Carts and Orders > View Carts > Assigned Carts on the left menu bar OR click on

117 of 17 Resuits 0PerPage v
Type = Shopping Cart Name = Cart Description Date Created = Total = Created By = hssignedTo = Action
MNormal 2022-06-16 Ipatel test 01 6/16/2022 2490SD  Leenz Patel Charmaine Hooke-Fowsll View »
or
P——
All v Search (Alt+Q) Q 0.00USD W Q N A1
Notifications
Shopping, Carts & Requisitions
A Cart Has Been Assigned Aug 10
0 2022-06-16 Ipatel_test 02, Assigned To Leena Patel, Assi.. X
4 Click on Shopping Cart Name link and View Cart screen with details.
Shopping Cart 3545006@‘/ =8 Retum Cart Assign Cart Proceed To Checkout
Return Cart
Simple Advanced Empty Cart Details v
Search for products, suppliers, forf Create New Cart Q For
1 e View Carts |:| i Leena Patel
View Cart retum message(s) Name
STAPLES CONTRACT&CO! Ve Cart history O
2022-06-16 Ipatel test 01
See configuration for this requisition
SUPPLIERDETAILS T W Fufi }5, New York 12866 United States
ftem Catalog No Size/Packaging Unit Price Quantity Ext. Price Estimate (249 USD) v
Total: 249
1 Staples Correction Tape, White, 10/Pack (ST59822/51666) 24323552 P 249 1PK w o -

A ITEMDETALS €
Contract 99999-5PD-SPDO000T67-0001 ¥

Office Supplies

e 61529 Q

Correction Fluid, Sheets and Tape, Including Thinners (For Typewriter Correction Tape See 610-06)
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5 To Return Cart to the Shopper who assigned cart for approval, click Return Cart.
Shopping Cart - 3545006E]
Return Cart 4=
Simple Advanced Empty Cart
Search for products, suppliers, fom Create New Cart
1 Item View Carts
View Cart return message(s)
— | See configuration for this requisition
SUPFPLIER DETAILS &t W  Fulfil IS,
6 IAdd Justification comments which are required to return the cart.
Return Cart To: Leena Patel
o
0 characters remaining expand | clear
Return Cancel
7 Cart Approver will receive a confirmation page upon clicking on Return. Shopper will receive an email

from the Cart Approver.

Simple Advance Go to: Non-Catalog ltem | Favorites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts
[search for products, suppliers, forms, part number, etc Q
@ Congratulations! Your cart has been returned back to the original creator
Requisition Summary What Would You Like To Do Now?
You included the following Search for another item

Test return

note Check the status of an order

.
.
. Return to your hame page
.

Requisition number 3545006 Create new draft cart
Requisition status Draft

Cart name 2022-06-16 Ipatel_test 01

Requisition total 2.49 UsD

Number of line items 1
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8 To approve the cart, click on Proceed to Checkout.

Shopping Cart + 3545006E]

Return Cart
simple Advanced

Empty Cart

Search for products, suppliers, fort ~ CTeate New Cart

1 ltem View Carts
View Cart return message(s)
STAPLES CONTRACT&CO|  View Cart history

— See configuration for this requisition
SUPPLIER DETAILS 55 W Fulfi s, New York 12866 United States

Correction Fluid, Sheets and Tape, Including Thinners {For Typewiter Correction Tape See 610-95)

ltem Catalog No Size/Packaging Unit Price
1 staples Correction Tape, White, 10/Pack (ST59822/51666) 24323552 PK 249
~ ITEMDETAILS €
Contract 99999-SPD-SPD0000167-0001 ¥
Office Supplies
nee 61529 Q

= & Return Cart Assign Cart Proceed To Checkout ‘

Details v
-
Leena Patel
Name
2022-06-16 patel_test 01
Quantity Ext. Price Estimate (2.49 USD) ™
Total 249
1 PK 2.49 |

9 Add Comments and Attachments needed for justification for Requesters and assign the cart to the

designated Requester.

LEEMNA PATEL
SELECT = oOr SEARCH

Assign Cart To:

Mote To Assignee: Test Car{

Close
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Cart Approver will receive confirmation on the screen. Requester will receive and email confirmation
from the Cart Approver for a given Shopper. Shopper will not receive an email confirmation of the cart
status.

Simple Advanced Goto: MNon-Catalog ltem | Faverites | Forms | Shop | Quick Order Browse: Suppliers | Categories | Contracts

lsearch for products, suppliers, forms, part number, etc. Q

@ Cart Assigned

Requisition Summary Options
Requisition number 3545006 Create new draft cart
Cart name 2022-06-16 Ipatel_test 01

Recent orders
Requisition total 2.49 USD

Return to your home page
Number of line items 1

End Process.




