Quick Reference Guide
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Georgia
Marketplace

Resubmit Lost Cart

This document outlines the process for Requester has lost the cart and needs to resubmit.

Step # Action

1 Sign into TeamWorks and go to eProcurement > Requisition> punch out to Georgia
Virtual Catalog.

Create Requisition z
Welcome LEENA PATEL 5
@ Home /¥ My Preferences 4 Requisition Settings | T 0 Lines @
Request Options ~ Search Search Advanced Search
Web,
Georgia Virtual Catalogs == T—
Special Requests Team Genrgla Viriual Catalogs Team Georgia Marketplace virtual catalogs contain goods and services that are
} Georgia available via statewide contracts or agency specific coniracts. The virtual
Favorites Marketp‘ace catalogs allow requesters to search Georgia-specific catalogs available through
our marketplace
Templates
6Pro Services
Fixed Cost Service
Variable Cost Service
Time and Materials

2 Go tO Orders > Search > Requisitions. Click on the Requisition number you lost.
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3 Click the drop down chevron and click on Resubmit Cart.

Requisition = 354527CE<]"
Summary Comments Copy to New Cart
Resubmit Cart
General Add Comment
Add Notes to History
Submitted 6/16/2023
Coart Mame 2022-06-1| View My Orders (Last 90 Days)
Continue Shopping
Description no value
View Carts
Priority Normal
Assigned to LEENA PATEL

4 Cart will be resubmitted in PeoBIe Soft. Procced with creating reﬁuisition in Team Works People Soft.
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End Process.




