Introduction
Lesson Description:
This lesson is designed train Shoppers and Requesters how to use the GeorgiaFIRST Marketplace search functionality to look for items and then select items to add to their shopping cart.   
Objectives:
· Perform a basic search in the GeorgiaFIRST Marketplace
· Define product categories in the GeorgiaFIRST Marketplace
· Use the advanced search in the GeorgiaFIRST Marketplace
· Identify how to browse by category
· Identify how to browse by supplier
· Identify how to search for items from the Purchasing showcase
· Identify how to use the filter results to narrow down search results
· Add items to shopping cart from Search Results page
· Add items to shopping cart from Product Description
· Add items to shopping cart from Product Comparison page
· Add items to shopping cart from a punch-out supplier
Accompanying Materials:
· Searching and Selecting Items in the GeorgiaFIRST Marketplace_PPT
· Searching and Selecting Items in the GeorgiaFIRST Marketplace_Job Aids
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Searching and Selecting Items in the GeorgiaFIRST Marketplace
	Slide 2
	Simple Search in the GeorgiaFIRST Marketplace
· Simple Search is done in the “Shop at the Top” section of the Marketplace
· Similar to a Google-type search
· The keyword(s) you enter in the search field will be used to search  all item fields, including product name, description, SKU number, supplier and manufacturer name
· Best practice is to select a category first
· The basic search function looks for any of the search terms 
· After entering a keyword(s), must click Go to initiate the Search
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	Marketplace Product Categories
· To help narrow down search results, use the Product Category drop down list in combination of the search term(s) you enter
· Available categories include:
· Lab Supplies: Used in various research environments
· Medical/Clinical: Medical, surgical, clinical, and dental products
· Office/Computer: Office and computer supplies and consumables 
· MRO/Facilities: Maintenance repair and operation products
· Furniture
· Services: Service-related items
· Supplies Manager
· Manufacturing: Major equipment purchases
· Books: All hardcopy documentation, including books and magazines
· Electronics: all electronic or computer related equipment
· Specialty: Miscellaneous products
· Food/Food Equipment: all food-related items
· It’s best practice to select a product category to use with your search term(s). If you do not find what you’re looking for, select “Everything” in the Category list.


	Slide 4
	Advanced Search in the Marketplace
· To switch to the advanced search, select the Advanced Search link
· Can still search by product category (same as in Basic Search)
· Under Find Results That Have:
· All of These Words (same function as Basic Search)
· Part Number or SKU – will only apply search term to Part Number
· Supplier – will only apply search term to Supplier Name
· Manufacturer Name – will only apply search term to Manufacturer Name
· Under Other Options:
· Exact Phrase – useful if you know how a manufacturer/supplier names their product
· Any of These Words – will look for any words included in the search terms
· Exclude Words – useful when used with another search field
· Custom Attributes – can search products based on contract type:
· Mandatory State Contract
· Agency Contract
· Statutory Mandatory
· Convenience State Contract
· Preferred
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	Search from Purchasing Showcase
· Suppliers in the Purchasing Showcase are highlighted by the institution for a particular reason; it may be a preferred supplier or they may be running a sale
· To search for items from a Showcase Supplier, click on the Supplier name icon
· Enter the search keyword(s) into the Search field (some users may be able to search by contract or category from Showcase suppliers) and then click the Go button
· After entering the search term for the Showcase Supplier, use the Filter Results box
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	Browse by Supplier
· Link at top: Browse by Supplier
· Similar to using a table of contents from a paper catalog
· After selecting product category, GFM takes you to all products provided by that supplier
· Different from selecting a specific supplier from Purchasing Showcase or through Punch Outs
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	Browse by Category
· Browsing by category shows categories and sub-categories to display items (link at top)
· Expand by selecting expand icon
· Easy way to locate all items, across all suppliers, in a certain category
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	Using Filter Results
· After performing a search or browse function, all matching items will be listed on the Product Results page
· To further narrow down your results, you can use the filter results  option
· You can add an additional search keyword to be applied to the existing search results
· You can filter by: 
· Custom attribute (catalog type)
· Product flag (i.e., recycled)
· Supplier
· Category
· Packaging Unit of Measure
· Manufacturer Name
· To filter by a single item, select the individual link
· To filter by multiple items in a filter option, click the filter icon (funnel with green plus sign) and select the items
· To remove a filter, click the funnel icon with a red minus sign
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	Using Product Comparison
· When searching for items, can select items to perform side-by-side comparisons
· Compare two or more products
· Only used to evaluate hosted catalog items
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	Searching from a Punch-Out Supplier
· When using a punch-out supplier, you are accessing that supplier’s website dedicated to our contract; therefore, each punch-out website is different
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	Adding an Item to Your Shopping Cart from the Product Results Page
· Now, that you are familiar with the different search methods, discuss the various methods for adding items to the shopping cart
· To add an item from the Product Results page, simply enter the quantity requested in the quantity field
· Click the Add to Cart button
· The shopping cart will automatically update and the item will be updated noting that the item was added to the cart
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	Adding an Item to Your Shopping Cart from the Product Description
· To see more details about an item, click the item name to bring up the product details
· In the product description, you can see the supplier manufacturer, price, unit of measure, product and supplier details for an item
· To add an item from the product description, enter the quantity requested and select the “Add to Active Cart” selection, then press Go.
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	Adding an Item to Your Shopping Cart from the Product Comparison Page
· You can use the Product Comparison function to compare multiple items on one page in the same search
· You can compare any items from a hosted or self-managed catalog
· To add an item to a comparison, select the compare link for that item
· You can continue to add items while in the same search
· [bookmark: _GoBack]To view the Product Comparison page, click the Compare Selected button (note – this button will indicate how many items you have selected for comparison)
· On this page, you can see how your selected items compare
· You can add an item directly from the Product Comparison page through two different methods:
· Select the item in its Select Checkbox at the top of the column and then select the Add to Active Cart drop down selection; then click Go
· Enter the quantity requested in the quantity field and then click the Add to Active Cart button, which is the icon that looks like a shopping cart
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	Adding Items to Your Shopping Cart from a Punch-Out Supplier
· Each punch-out supplier will be different since you are actually visiting a different website
· In a punch-out supplier, you will use their search function, so each experience will be different
· From the punch-out selection, click on a punch-out supplier’s logo
· It will take a few extra seconds to enter the punch-out supplier’s website
· When selecting items from a punch-out supplier’s website, you will build an order and checkout following their directions
· To leave the punch out website without selecting any items, click the Cancel punch-out button
· When adding items from a punch-out supplier, you will need to do all updates while still in the punch-out website, such as updating quantity
· When completing an order, you are not actually placing the order on the supplier’s website. Instead you are actually just pulling the order into your Marketplace shopping cart (in Staples, click the Submit button)
· The items are added from your punch-out supplier




