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Perform a Simple Search
1. From the GeorgiaFIRST Marketplace Home page, select the Shop drop down list and select the appropriate Product Category (optional)
2. Enter one or more keywords
3. Click the Go button (or press the ENTER key)

Perform an Advanced Search
1. On the GeorgiaFIRST Marketplace home/shop page, select the advanced search link.
2. Select a Product Category in the Advanced Search drop down list.
3. In the Find Results That Have: section, use one or more of the following options:
a. All of These Words
b. Supplier
c. Part Number (SKU)
d. Manufacturer Name
e. CAS No. (Laboratory Supplies Category only)
f. Product Class (Laboratory Supplies Category only)
g. Product Size (Laboratory Supplies Category only)
4. In the Other Options: section, use these additional fields as necessary:
a. Exact Phrase
b. Exclude Words
c. Any of the Words
5. To search for items for a particular contract type, select the checkbox next to the appropriate custom attribute/contract type. 
a. For example, initially perform the search with Mandatory State Contract selected. If the search does not return the required item, repeat the search with Agency Contract selected.
6. Click the Search button

Search from a Showcase Supplier
1. From the GeorgiaFIRST Marketplace home page, click on the Supplier name or icon in the Showcased Suppliers section; A pop-up displays that indicates how you can shop from the supplier
2. Enter keywords in the Search field and click the Search button
3. Search results appear and are formatted just how Simple Search and Advanced Search displays
4. Narrow down results by using filter options, re-sorting the results or adding additional keywords
5. Your default Requester should appear in bold


Browse by Supplier
1. From the GeorgiaFIRST Marketplace home/shop page, select the Browse: Suppliers link.
a. By default, all suppliers display. Suppliers are listed in alphabetical order with preference suppliers displaying first. 
2. To search for a specific supplier, click on the Expand icon (+) to the left of “Click to expand Search for Supplier Filter.”
3. To view all suppliers click the Search button. 
4. To search by supplier name or supplier information, enter the appropriate information in the Supplier Name field. The supplier search allows for a “contains” name search. 
5. From the Supplier Type drop down list, select to view Hosted Catalog Suppliers.
6. Click the Search button.
7. Select the supplier from the results by selecting the Supplier Name. The supplier information and categories display. 
8. From the supplier category page, select the desired product category by clicking on its name or the Expand icon (+) next to its name.
9. Continue drilling down into the categories until you locate the sub-category that you would like to view. 
10. Final sub-categories (with items) are indicated with the word “view” next to it. Click the View button to view the items for the supplier in that particular category. You will be taken to the Search Results page, which is formatted like all other Search Results pages.

Browse by Category
1. From the GeorgiaFIRST Marketplace home/shop page, select the Browse: categories link.
2. A full list of available categories, across all hosted catalogs is presented. This represents your full table of contents.
3. Use the expand (+) and collapse (-) buttons to drill down to the category of your choice.
4. Final sub-categories (with items) are indicated with the word “view” next to it. Click the view button/link to view the items in that particular category. You will be taken to the Search Results page.
5. On the Search Results page, all items in the selected category are displayed from all suppliers. Use the filter results to narrow your search results down even further. 





Compare Products Side-by-Side
1. From the GeorgiaFIRST Marketplace home/shop page, search for an item using your preferred search method. 
2. From the search results, click the compare hyperlink for each item you want to include in the comparison. To remove an item from comparison, while on the Search Results page, select the remove hyperlink. 
3. Note: Items across multiple pages can be selected. Once one or more items are selected, the Compare Selected button will activate. 
4. Continue to select items for comparison. Once all items are selected, click the Compare Selected button at the top of the search results. 
5. The Product Comparison page lists all of the products selected for comparison. Product attributes are shown on the left side of the page. Scroll down to review the information for each item/attribute. 
6. To remove a product from the Product Comparison page: 
a. Click the check box at the top of the product
b. Select the Remove action from drop down list
c. Click the Go button
7. Click on the supplier hyperlink for an item for more information about that supplier. Here you can see supplier and contract information.
8. Click the more information URL to view a detailed product description. 
9. Click the Add to Cart icon to add the item directly to your shopping cart. 
10. Click the Back to Search Results button to go back to your original search results and cancel the product comparison. From here, additional products can be selected for comparison. 

Search from Punch-Out Suppliers
1. From the GeorgiaFIRST Marketplace home/shop page, click on the Punch-Out supplier from the Punch-Out section.
2. The system will redirect you to that supplier’s web-page.
3. If you decide that you did not want to search from the punch-out supplier, select the Cancel Punch-out button in the upper right corner of the screen. This will take you back to the GeorgiaFIRST Marketplace.
4. Search for your items through the Punch-out supplier’s website. The specific steps for searching and selecting items will be different for each punch-out supplier.
5. Select your items using the punch-out supplier’s tools (i.e., “Add to Cart,” “Add Item,” etc.). 
6. After selecting your items, proceed to the punch-out supplier’s checkout. Check out of the punch out site. Checking out will be different for each supplier. For example, in the Dell punch-out site, when you are ready to pull your selected items into your GeorgiaFIRST Marketplace shopping cart, you select the “Create Order Requisition” button within the Dell punch-out site, and then choose “Submit Order Requisition”. This action places the items you selected into your GeorgiaFIRST Marketplace shopping cart. An order is NOT placed with the supplier when checking out of a punch-out site. 
7. After checking out of the punch-out supplier’s website, you are returned to the GeorgiaFIRST Marketplace where you can add additional products to your shopping cart from other punch out vendors, as well as hosted catalog vendors. 

Add Item to Shopping Cart from Product Search Results Page
1. From the GeorgiaFIRST Marketplace home/shop page, search for the item using your preferred search method.
2. From the search results, locate the item you wish to add. 
3. For that item, enter the quantity you wish to request.
4. Select that item’s Add to Cart button. 

Add Item to Shopping Cart from Product Description Pop-Up
1. From the GeorgiaFIRST Marketplace home/shop page, search for the item using your preferred search method. 
2. Click on an item’s product description (item description hyperlink) to open its Product Details Pop-Up. 
3. Enter the desired Quantity.
4. In the drop down list, select Add to Active Cart and click the Go button. 
5. Click the Close button after receiving the “Added Successfully” message. 

Add Item to Shopping Cart from Product Comparison
1. After searching for items and selecting items for comparison, open the Product Comparison page by selecting the Compare Items button.
2. From here, you can add items to your shopping cart in one of two ways:
a. Enter the Quantity and click the shopping cart icon, or
b. Place a check in the desired items Select checkboxes, and choose Add to Active Cart in the Action drop down list. 
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Add Items from Punch-Out Supplier
1. From the GeorgiaFIRST Marketplace home/shop page, select the Punch-Out supplier by clicking on its name or icon in the Punch-out section.
2. The Marketplace redirects you to the supplier’s punch-out site.
3. Search for products and add products to the cart in the supplier’s punch-out (this process varies from punch-out to punch-out). 
4. Use the supplier’s mechanism to return products to the GeorgiaFIRST Marketplace (this process again varies from punch-out to punch-out).
5. Upon returning to the GeorgiaFIRST Marketplace, the selected items will be in the active shopping cart and you will be on the Shopping Cart page. 

