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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.  

 
 

2 Cart Approver receives an email confirmation to approve a cart. 
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3 Click on Shop > My Carts and Orders > View Carts > Assigned Carts on the left menu bar OR click on 

Action Items in the upper right corner of the screen. 

 

 or 

 

 
 

4 Click on Shopping Cart Name link and View Cart screen with details. 
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5 To Return Cart to the Shopper who assigned cart for approval, click Return Cart. 

 
 

6 Add Justification comments which are required to return the cart.

 

 

7 Cart Approver will receive a confirmation page upon clicking on Return. Shopper will receive an email 

from the Cart Approver. 
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8 To approve the cart, click on Proceed to Checkout. 

 

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

designated Requester. 
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10 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.

 

 End Process. 

 


