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Create and submit Cart vis Punchout, Hosted and Non-catalog 

 
This document outlines the process how the shopper users to create a cart, review cart and assign it 

to an assignee. 

 
Step # Action 

1 Sign into Team Georgia Marketplace Window Shopper. If you have not created a User ID and 

Password, Select The “Sign In” Link and Complete the Associated Form. 

 

 
 

2 Upon initial login user will need to accept terms and conditions. 

 

3 There are three ways to shop: Punchout to supplier, Hosted catalog and Non-Catalog 

request. Punchout catalog vendor items can be searched by clicking the appropriate vendor 
icon. Hosted catalog itmes can be searched by entering itme keywords into search criteria 
shown under shop and non-catalog item can be used for itmes that do not exist either in 

hosted or punchout catalogs. 

4 
Punchout 

Punchout catalog vendor itmes can be searched by clicking appropriate vendor icon in show 
case on shopping home page. Example: Click on Staples. 

 
5 Browse any catalog category to search for itmes and click on ‘Add to Cart’ with the number 

of needed quantities. 
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6 Review and chechkout screen will pop up. You can continue shoppuing and add more items 
and click on ‘Review & Checkout’ once all required items are added in cart. 

 
 

7 User will be directed to ‘Review &n Checkout’ page to review last time and submit order. 
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6 You will be back in Georgia Virtual Catalog with your cart. Click ‘Assign Cart’ to assign cart 

to your cart assginee  for further approval. 

 
7 

Hosted 

Catalog 

Hosted catalog items cabn be search by entering item keywords into search criteria shown 

beside shop. 

 
8 Select the appropriate item from the search results, enter the number of needed quantities 

and click ‘Add to Cart’ button. 
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Step # Action 

9 User will get system confirmation. You can continue shopping or click on ‘Check Out’. 

 

10 

Non-

Catalog  

  Under ‘Shop From the Top’- Catalog and Contract search on Shopping home page, click three dots (…) 

to select ‘Non-Catalog Item’ option. This will open a ‘Add Non-Catalog Item’ window. 

 
11 Enter ‘Best Vendor’ as supplier name. Then enter the item information, including Description, Supplier 

Part No., Quantity, and Price (estimated). All fields must be completed. If you do not know Supplier Part 

No., then enter N/A. Click ‘Save’ to proceed to check out or ‘Save And Add Another’ to add. * we are not 

using ‘Add Internal Attachments’ link. 
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12 
 

Click on ‘Checkout’ in your Shopping Cart in the top right of the page or Shop> My Carts and Orders > 

Open My Active Shopping Cart on the left menu bar. 

 

 
13 Review the cart. Use the checkboxes besides the item price to remove any selected item from the cart if 

necessary. Click on ‘Assign Cart’ to assign it to cart approver
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14 Select or search for cart assignee. 

 

15 Enter comments or notes for cart assignee and click ASSIGN. 

 

16 You will get on-screen confirmation along with requisition summary. 
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17 Cart assignee will also get email notification. 

 

 
 End Process. 

 


