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How to Create a (General) Requisition in BuzzMart 
1. Login Techworks 

2. Click on “My Work” Tab 

3. Click “BuzzMart” Icon under “Applications & Resources” 

4. Click on the “Shop” Icon (see toolbar on the left) 

5. Click “View Forms” 

6. Select Non-Contract Item or Services Form 

7. Enter Supplier/Vendor/Contractor Name 

8. Enter Detailed Description- Include Building Name/# & Detailed Description of 

Item/Service (Ex: Boggs Building- Boiler No. 4 repair per attached Quote No. 52487 

dated 3/26/16) 

9. Enter Quantity & Unit Price 

10.  NIGP Code: Identifies what the product is 

a. Click “Search”  

b. Enter keyword in “Description contains…” box 

c. Click “Search” 

d. Select the appropriate code 

11.  Select “Hold Payment”, if applicable (BuzzMart automatically creates a 2-way match 

(PO and Invoice) to pay for goods or services on requisitions under $3,000. Select the 

“Hold Payment for Receiving” box, if goods or services must be verified before payment 

can be issued. Note: If the “Hold Payment for Receiving” box is selected, BuzzMart will 

require a receipt and a Finance Approver to match the exception before payment can 

be issued.) 

12.  Click Go 

13.  Review  

14.  Click Proceed to Checkout 

15.  Enter in accounting codes 

a. Project # (90………) 

b. Acct# ( 714100 – supplies/materials | 715100- repairs & maintenance) 
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c. Spend Dept (click the middle link and enter first 3#’s of project#) 

d. Spend Authority- Approver of request 

e. Finance Approver- John Richardson 

16.  Click Save icon  

17.  Click Summary Tab 

a. Add scanned attachment under Internal & External Notes Section (Only include 

the quote/proposal under the External Notes Section) 

b. Check scanned attachment to make sure it’s the right one 

18. Under the “General” section, click “edit” to add the name of the individual you are 

preparing the requisition for & AiM Project No. (if applicable) and click “save”.   

19.  Click “Edit” under “Ext. Price” to enter Work Order No. if applicable 

20.  Click Shipping Tab to Enter Shipping Information 

21.  Click Save icon  

22.  Click Place Order or Assign Cart  

How to Create a Requisition in BuzzMart for a Vendor under a Statewide 

or Georgia Tech Contract 
1. Login Techworks 

2. Click on “My Work” Tab 

3. Click “BuzzMart” Icon under “Applications & Resources” 

4. Click on the “Shop” Icon (see toolbar on the left) 

5. Click “View Forms” 

6. Select Non-Catalog Form 

7. Enter Supplier/Vendor/Contractor Name 

8. Enter N/A for Catalog # 

9. Enter Detailed Description & Reference Contract # in Description (Ex: A. French Bldg. 

HVAC System Leak Repair per attached Proposal No. 02547899455 dated 3/26/16 – 

Contract No. 50300-ML9) 

10.  Enter Quantity & Unit Price 

11.  Capital Expense 
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a. Check box = No (this will be the case most of the time) 

b. Uncheck box = Yes 

12.  NIGP Code (Identifies type of product/service) 

a. Click “search”  

b. Enter keyword in “Description contains…” box 

c. Click “Search” 

d. Select the appropriate code 

13.  Select Contract 

14.  Attach supporting documentation  

15.  Click Go 

16.  Click Proceed to Checkout 

17.  Enter in accounting codes  

a. Project # (90………) 

b. Acct# ( 714100 – supplies/materials | 715100- repairs & maintenance) 

c. Spend Dept (click the middle link and enter first 3#’s of project#) 

d. Spend Authority- Approver of request 

e. Finance Approver- John Richardson 

18.  Click Save icon  

19.  Click Summary Tab 

a. Add scanned attachment under Internal & External Notes Section (Only include 

the quote/proposal under the External Notes Section)  

b. Check scanned attachment to make sure it’s the right one 

20.  Under the “General” section, click “edit” to add the name of the individual you are 

preparing the requisition for & AiM Project No. (if applicable) and click “save”. 

21.  Click “Edit” under “Ext. Price” to enter Work Order No. if applicable 

22.  Click Shipping Tab to Enter Shipping Information 

23.  Click Save icon  

24.  Click Place Order or Assign Cart  
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How to Obtain a Purchase Order No. for an Invoice 
1. Login Techworks 

2. Click on “My Work” Tab 

3. Click “BuzzMart” Icon under “Applications & Resources” 

4. Click on the “Shop” Icon (see toolbar on the left) 

5. Click “View Forms” 

6. Select Confirming Order Only Form 
7. Enter the Supplier/Vendor 

8. Select Purchase Type: Confirming Order 

9. Enter Detailed Description (Example: “Chiller Plant PM parts per attached Invoice No. 

03546 dated 3/25/16”) 

10.  Enter Quantity: 1 

11.  Enter Unit Price = Invoice Amount 

12.  NIGP Code (Identifies type of product/service) 

a. Click “search”  

b. Enter keyword in “Description contains…” box 

c. Click “Search” 

d. Select the appropriate code  

13.  Click Go 

14.  Click Proceed to Checkout 

15.  Enter Accounting Codes 

16.  Attach Supporting Documentation (Internal Notes Section Only) 

17.  Enter Shipping Info 

18.  Click Place Order or Assign Cart 

19. Once the PO# is assigned, please do the following to pay the invoice: 

a. Write the PO# on the invoice 

b. Sign & Date the invoice 

c. Scan & Email the Invoice to apinvoices@gatech.edu (include the PO# in the subject 

line of email) 

mailto:apinvoices@gatech.edu
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How to Make Changes to a Purchase Order in BuzzMart 

1. Login Techworks 

2. Click on “My Work” Tab 

3. Click “BuzzMart” Icon under “Applications & Resources” 

4. Click on the “Shop” Icon (see toolbar on the left) 

5. Click “View Forms” 

6. Select Purchasing Change Request Form 

7. Enter PO#  

8. Select Type of Change 

9. Send to Supplier: Select “Yes” or “No” 

10.  Enter Detailed Description (Example: “Deduct $32.86 from project account #903194120 

due to item being discontinued”. Requested by: Jane Doe) 

11.  Click Go 

12.  Enter NIGP code from original PO 

13.  Click Proceed to Checkout  

14.  Enter Account Codes- Refer to Original PO if necessary 

15.  Click on Summary Tab to upload supporting documentation 

16.  Click Place Order or Assign Cart 

How to Create a Cost Receipt in BuzzMart 

1. Click on Quick Search Icon in the Top Right-Hand Corner on Main Homepage  

2. Enter PO# & Hit Enter 

3. Click on PO# 

4. Click on the drop down menu next to “Available Actions” and select “Create Cost Receipt” 

5. Click Go 

6. Enter the amount you want to receive/pay 

7. Click Complete 
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Frequently Asked Questions 
1. How do I get access to BuzzMart? 

a. Submit your transcript showing that you have taken the required training 

(www.trainsweb.gatech.edu) along with a signed BuzzMart Role Request Form 

from your Department Head to sqadmin@business.gatech.edu.  

2. I used to have access to BuzzMart but I can no longer login. Why? 

a. If your employment status has changed, you will be listed as inactive. Contact 

sqadmin@business.gatech.edu to determine if a request form needs to be 

resubmitted.  

3. How do I find out the status of my order? 

a. Navigate to the requisition, click on the PR Approvals tab to see where the order 

is in the workflow process. 

4. How do I delete a requisition? 

a. Requisitions cannot be deleted. You can withdraw a requisition as long as it is 

still in the workflow process. Navigate to your requisition and on the right hand 

side under “Available Actions” choose “Withdraw Entire Requisition”. This puts 

the requisition back into your Draft Cart. You can choose “Draft Carts” from the 

menu and then delete that cart.  

5. Why do I have to receive a purchase order in BuzzMart? 

a. Ideally, a receipt should be entered immediately if goods or services have been 

received and/or completed. All Purchase Orders over $3,000 require a "Receipt" 

in BuzzMart before payment can be issued.  

6. I have an invoice for my PO, how do I get it paid? 

a. Scan the invoice and email it to apinvoices@gatech.edu  

7. Where do I go to check the status of an invoice payment? 

a. PO/Invoice Payment Inquiry - https://reports.gatech.edu/POIInquiry/index1.jsp  

8. Once the PO has been submitted, how can I get a copy? 

a. Navigate to the PO in BuzzMart. On the right hand side of the PO, there is an 

“Available Actions” tab with a drop down list. From the drop down list, choose 

http://www.trainsweb.gatech.edu/
mailto:sqadmin@business.gatech.edu
mailto:sqadmin@business.gatech.edu
mailto:apinvoices@gatech.edu
https://reports.gatech.edu/POIInquiry/index1.jsp
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“Print Fax Version” and click “Go”. A copy of the PO will appear in another 

window.  

9. Once a requisition is submitted in BuzzMart, how do I add an attachment or link 

without withdrawing the requisition? 

a. Access the “Comments” tab in the requisition. Click on the “Add Comment” 

button. At the bottom of the “Add Comment” window that appears, there is a 

browse area to attach a file or link to the requisition.  

10. If there is a Statewide or GT Agency Contract with a supplier, where do I find the 

contract? 

a. In BuzzMart, browse under the shopper bar. Click on the “Contracts” link. You 

can browse for a search by the contract number, keywords, contract name, 

contract type, supplier, or contract owner. Enter the information into the “Quick 

Search” field or click on the “Advanced Search Options”.  

11. What is a Document Search? 

a. A “Document Search” provides the ability to search Requisitions, Purchase 

Orders, & Invoices across dates relative to the current date (e.g. yesterday or last 

month). When doing this, user will be presented with search results that span 

across multiple document types.  

12. Can a Vendor be setup in BuzzMart providing a W-9 Form only? 

a. No. All New US trade vendors, consultants, service providers, and honoraria 

recipients must register as a vendor using the e-Vendor Profile Form Portal by 

accessing the following link: http://www.procurement.gatech.edu/vendor  

b. Contact vendor.help@business.gatech.edu  for assistance with e-Vendor Profile 

Form or vendor set-up and updates.  

13. How do I update a vendor’s address in BuzzMart? 

a. Send an email to vendor.help@business.gatech.edu to update a vendor’s 

address  

14. Once Accounts Payable receives an invoice, what is the turn-around time? 

http://www.procurement.gatech.edu/vendor
mailto:vendor.help@business.gatech.edu
mailto:vendor.help@business.gatech.edu
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a. Invoices are prioritized to ensure that aged invoices are processed first to 

minimize past-due payments. 'Rush' payments, Facilities Contracts 

(Construction), Sub-agreements (Sub-awards), and Check Requests are 

processed and paid within 1-3 business days. Trade vendor terms are net 30 

days.  

15. I have an invoice for goods/services that does not have a Purchase Order No. How can 

I get this paid? 

a. If you receive an invoice that is not associated with a PO and the invoice is less 

than $9,999, use the Confirming Order Only Form in BuzzMart. No PO will be 

sent to the vendor. Use that PO # to approve the invoice and email it to Accounts 

Payable.  

b. If the invoice is received in Accounts Payable and does not reference a BuzzMart 

PO (but has a ship-to address that references the department that placed the 

order), the invoice will be routed to the department's WebNow queue for 

approval. 

 

16. If goods and services are bundled together, is an affidavit (E-Verify) needed? 

a. If the “services” portion of the purchase is greater than $2499, then an affidavit 

is required. If the services are less than $2499 (even if the total purchase is 

greater than $2499), then the affidavit is not required.  

17. If a change order is submitted on a PO for services that results in the total value 

exceeding $2499, is an affidavit (E-Verify) required? 

a. Yes, an affidavit (E-Verify) is required. 

18. If a vendor has no employees, do they need to complete an affidavit (E-Verify) form? 

a. O.C.G.A.13-10-91 allows for contractors to submit a driver’s license in lieu of the 

affidavit if they have no employees. Please note that the driver’s license must be 

issued by a state within the United States that verifies lawful immigration status 

prior to issuing the driver’s license (Georgia drivers licenses are therefore 

acceptable). 
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19. If I get an E-Verify affidavit, where do I send it? 

a. Email the affidavit to vendor.help@business.gatech.edu  

20. How long are the affidavits (E-Verify) valid? 

a. Affidavits (E-Verify) are valid for one year.  

21. Who can I contact if I have a question concerning the E-Verify process? 

a. Please contact purchasing.ask@business.gatech.edu for all questions related to 

E-Verify requirements.  

22. Where can I find Georgia Tech’s E-Verify Affidavit? 

a. FACILITIES ACCOUNTING  folder on Facilities Shared Storage (L:) drive 

23. If I get a Certificate of Insurance (COI), where do I send it? 

a. Email COI to brenda.cochran@facilities.gatech.edu  

24. Where can I find Georgia Tech’s (DOAS) Insurance Requirements? 

a. FACILITIES ACCOUNTING folder on Facilities Shared Storage (L:) drive 

 

 

mailto:vendor.help@business.gatech.edu
mailto:purchasing.ask@business.gatech.edu
mailto:brenda.cochran@facilities.gatech.edu
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APPENDIX 2- BUZZMART FORMS 
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APPENDIX 3- BROWSE SUPPLIERS & CONTRACTS IN BUZZMART 
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