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This tutorial will take you step by step through a typical
GSA Advantage shopping session. The tutorial is
divided into 5 sections. Click on the section name to go
to that section.
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Section 1: Searching on
GSA Advantage!

Searching by Keyword

Browse by Category & Specialty
Category

Refining your Search
Advance Search




br, contract #

ywordz, part#/NSN, rmanufacturer,

|hade

Look iNg..

r without registering for a

|AII Categaries

Advanced Search

user ID and password.

Anyone can search for products
m{ and services on GSA Advantage!

tus

find the status of any
G5A requisition

b NSN Quick Order

quickly arder G5A
rnanaged MSHs

¥ FEDSTRIP

uze thiz tool to submit
FECQ'STRIP requizitions

Ll Environmental

Disaster Relief

ﬁ
' Jw oD solutions

preparedness

Wildfire

mNFES products

Strategic Sourcing BP4
direct access to Strategic So
. land agency specific BPAs

Jdirect access to a variety of
" L environrmental oriented products

IWOD Program

one-stop shopping for available

quickly locate available appro

Homeland Security
locate critical Homeland Securi

products and services

identify a full range of products
and services for relief and

Search Option #1. Type in a keyword, part
number, National Stock Number(NSN)
manufacturer, contractor, or contract number.

To demonstrate,
lets begin searching...
There are 2 ways to
search on GSA Advantage.

‘ Click Find it! to start searching!

kEE WARNING *** This is a U.S, Gener
Therefore, no expectation of privacy is

prosecution, Privacy and Security

Use the “look in” dropdown to
search in all categories or a
specific category or special

program.

Recoy Lizaster Recovery

EEEE Information

Lo, Technolagy

Feqgister hare!

Contractor Info

p How do I get a GSA
contrack?

p How do I get on GSA
Advantage or e-Buy?

More Contractor Infa...

Get my Orders!

G54 Advantage Sales

ubject to ronitaring.
action including crirminal



Tutorial | Custormmer Assistance | What's New |

Advantage! -

MNew search: All Categories
Home = >S5earch Results

Seurth Results

B arke

Search Results Page

() Help on this page)

Found at least 10000 products bage

Did you mean: badge Fage: 12345k

Refine using related terms
& holder s Clip & card * name * plastic & retractable
* 3uery ® strap * vinyl * photo * inserts ® |ine

Search within results

Lirnit to: [---- =
Find all these wards j | irnit to | . -]
Contractor: |— -
Sort by |Most re

You can narrow your results by searching
within results. For example, if you only

Clear plastic badgs
includes 150 insert

enstacirer W wanted to display clip-style badges , type
“clip-style” into the text box and click
Black, Identificatio Refi n e -

reel attached to a
Manufacturer: NIB

Jwon
Contractor: G54 Global Supply &G¥ [strategic saurcing)
8455-01-4158-2224 ¥Yertical Badge Holder (Magnetic) %$13.27 P& I
PéM: S01-M or equal, Wertical magnetic badge holder suitable for holding and displaying identification, proxirmity, or smark card, Featuras 2-7 days ALD
shielded magnets to prevent damage to magnetic strip cards, Black vinyl back with clear vinyl front, ... %:Can:
Marnufacturer: MfA
Contractor: G54 Global Supply &G¥ [strategic saurcing)
CAD3145 Name Badge $10.95 HD
Each plastic badge with a zafety pin fastener holds a 2 » 3" insert card. Set includes 100 white cards and 100 badges. 2-7 days

Coampare Prices
Manufacturer: OQFFICE WAREHOUSE

Contrackor: OFFICE WAREHOUSE [G5-02F-2504L] (= w)

502725 Beaded Meck Chain (for Badge Holder) $26.47 ra
Sturdy, nickel-plated, 30" beaded chain with connector is designed for carrying 2 personal identification tag or badge around vour neck, Will not 1 day deli-.lelred ARG
rub ar chafe skin, Incudes 100 chains Cormpare Prices

Manufacturer: W.D, SUPPLIES
Contractar: GREAT SUPPLIES & APPLIANCES [GS-19F-1053N] (v)




Advantage!

What are you looking for?

Enter keywaords, part#/MSN, manufacturer,
contractor, contrack #

Services or Special Programs

Search Option #2. Search by Products,

pping Cart
iterns: $0.00

Since 1949, 1t has been our mission to help agencies better serve the public by

SN Quick Order

|hade

Loak in...

Click on the product, service or special
program subcategory that best fits what you are

|AII Categaries

Advanced Search

searching for.

ickly order GSA
anaged MSHs

DSTRIP

e this tool to submit
DETRIP requisitions

ret guotes fast with

e-Buy

b Paszword Assistance

Theref
prosec

Special Programs

Strategic Sourcing BPAs
direct access to Strategic Sourcing
© land agency specific BPAs
b 4

Sdd Environmental
Jdirect access to a variety of
pad & environmental oriented producks

= JWOD Program
one-stop shopping for available
' Jw oD solutions

" Disaster Relief
identify a full range of products
and services for relief and
preparedness

¥ How do I get arder status?

¥learn more about e-Buy

: click on “"Office Solutions”.
h'“
& Industrial
e & Furnishings

Credit Card Services

Facilities Services
Financial Services
Fleat

Cffice Services
Professional Services
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—
—
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Office Solutjions Droperty Disposal

shtar Recovery

rrnation

Lo, Technolagy

Feqgister hare!

Contractor Info

p How do I get a GSA
contrack?

p How do I get on GSA
Advantage or e-Buy?

Special Programs focus on special interests of government
purchasing agents such as Strategic Sourcing BPAs,
environmental, JWOD, disaster relief, wildfire, and homeland

security. A special program provides related
products and services, links to related websites,

and

applicable information on laws and regulations.




Advantage!

New search:

Horme > Office Solutions

Office Solutions

The blue bullets to the left are a list
of the categories under “"Office Solutions” and
examples of items that are in those categories.

Search within Office Sulutinnsl

Arts & crafts equipmen

Developmental & profess
Industrial use papers
Office & desk accessoris

Office machines & their

t
Classroom decnratiUESJBadge holders fall under “"Signage & accessories”.

Click on "Sighage & accessories”
to continue narrowing down the search.

Office supplies

Packaging materials

Packing supplies

Paper products

Phatographic & recording media

Signage & accessories
Timepieces
Additional Office Solutions

v v W W W W W W v W W W w w wv wowr

Photographic filmmaking supplies
Phatagraphic or filming or yj Iprment
Printed media



Tutorial | Custorner Assistance | What's Mew | FRegister | LOGIN w‘s' pping Cart

Bl Advantage! (v premes— e DI RIS v o

All Categories M » Advanced Search

Horme = Office Solutions = Signage & accessories

Signage & accessories

For this example, look under

the subcategory “"Identification
P Identification documents docu ments".

b Labels
F Signage

Search within Signage & accessorie

P Tags

Continue to drill down through the category search and make
the best decision based on the item you wish to find.
Categories are designed so that each level narrows
your search results.




Advantage!

New search:
Home » Cffice Solutions > Signage & accessories = Identification documents _

Identification |

dThis is the final level of categories. |0

The bread crumb trail, at the top of the page,
Search within m% keeps track of your searching history and allows you
. mbadgﬁl to move backwards in the category search.

P Identification cards Of bands ar sImIlar praducts
P Identification product holders or accessaries

Click on “"Badges or badge holders” to
review the search results




Tutarial |  Custorner Aszsistance | What's Mew | Reg

B Advantage!’ v ey prer L G
All Categories J

Search Results = Office Solutions > Signage & acceszories > Identification docurnents > Badges or badge halders

Search Results Page

RN L L. .
(? JHelp on this FIHBED

ch Results
at Ieast 10000 products You can sort your results by most relevant, pager 1234 3
(oW using relggdenms price, part number, product name,

1 manufacturer, contractor, or contract number.

* 3very

Search within r

Find all these wor

I Lirnit to: I---- j

Contractor: | j
Manufacturer. | -]

Sort by [Most relevant j

NSMAAfr, Part Mo/Product Price / Delivery Quantity

5455-01-412-9537 Clip-Style Badge Holder $18.76 eu I
Clear plastic badge holder, 4" wide x 3" high with swivel clip for atkachrment to dothing, Includes white or light colored heavy paper inzert, Set 2-7 days . — €
includes 150 inserts and 150 badges, Cornpare Prices m

Manufacturer: M/A

Jwon
Contractor: G54 Global Supply ¥ (strategic zourcing)

8455-01-545-3657 Retl‘l
Black, Identification card

~mneand YOU CAN NArrow your results by clicking on a [ @Q
related term. For example, to view
0455-01-419-2224 Vert holders, Click on “holder”. Clicking on a

PfM: S501-H or equal, Ve

" related term displays filtered results that [j

contain the related term selected. -
CA03145 Name Badge

Each plastic badge with a safety pin fastener holds 2 2 = 3" insert card, Setincludes 100 white cards and 100 badges. C_ days o -
arnpare Pricas
Manufacturer: OFFICE WAREHOUSE .
Contractor: SFFICE WAREHOUSE [GS-02F-2504L] (s w)

—

ADD
ADD
to Cart

2

50279G Beaded Meck Chain (for Badge Holder) $26.47 PG I
Sturdy, nickel-plated, 30" beaded chain with connectar is designed for carrying a personal identification tag or badge around your neck, Will not 1day deliuelred ARD o
rub or chafe skin, Cornpare Prices m

Manufacturer: W.D, SUPPLIES
Contractor: GREAT SUPPLIES & APPLIAMCES [GS-19F-1053M] ()




Tutorial Custorner Aszistance | What's Mew | Register | LOGIN WSI pping Cart

Advantage! m

Horne > Search Results = Office Solutions > Signage & accessories = Identification docurnents > Badges or badge holders
(2 JHelp on this page

Se«rc'h Results

Found at least 3286 products for holder ﬂ FPage: 12345k

Refine using related terms

s badge s card s plastic s clip s magnetic s [abel
® name s adhesive s clear ® winyl * retractable * gvary
Search = :

| |
I ]
I

Here are the results of the search, having
used the related term “holder”. Click on the X,
to remove the search criteria.

P/H: S01-N o
shielded ragnets to prevent darnage to Magnetc stHp cards, Black winyl Dack with clear $inyl Tront, o grlnccm
Manufackurer: NIA

Contractar: GSA Glabal Supply ¥ (strategic sourcing)

8455-01-412-9537 Clip-Style Badge Holder %$18.76 ex I
Clear plastic badge holder, 4" wide x 3" high with swivel dip for attachment to clothing, Incdudes white or light colored heavy paper insert. Set 2-7 days i 20D <
includes 150 inserts and 150 badges, SCI G s g:.c;m

Manufackurer: MIA

Jwen
Contractar: GSA Glabal Supply G (strategic sourcing)
7510-00-155-5174 Inspection Card Holder $16.28 rs
Clear, 2-5/16 x 3-3/8", 100 per box. Vinyl card holder has a clear front with a thumb notch for easy access, Also includes a 1/4" reinforced hole 2-7 days i
for hanging. Cormpare Prices
Manufackurer: MiA woo
Contractor: GSA Global Supply &Y (strategic sourcing)
§455-01-545-3657 Retractable ID Badge Holder $36.67 0z
Black, Identification card reel easily attaches to cothing for instant ID card access, Round plastic enclosure houses a spring loaded retractable 17 days .
reel sttached to a 36 inch nylon cord, A metal spring clip secures the badge to 3 belt ar ... Cornpare Prices
Manufacturer: NIB oo
Contractor: GSA Global Supply ¥ (strategic sourcing)
502795 Beaded Neck Chain {for Badge Holder) $26.47 pa
Sturdy, nickel-plated, 30" beaded chain with connector is designed for carrying = personal identification tag or badge around vour neck, Will not 1 day deliverad ARO
rub ar chafe zkin, Includes 100 chains. Compare Prices

Manufacturer: W.D, SUPPLIES
Contractar: GREAT SUPPLIES & APPLIAMGCES [GS5-19F-1053M] (v)




Advantage!

Enter keypwards

contractor, con

Tutorial

Custorner Assistance |

Schedules e-Library | Order History/Status m Parked Carts

What's Mew |

Click on Advanced Search for additional opportunities

to narrow your search results.

Fegistar |

wls.hﬂppiﬂg Cart
0 iterns: $0.00

Loak in...

All Categories j

Advanced Search

special Programs

rateqgic Sourcing BPAs
=t access to Strategic Sourcing
d agency specific BPAs

i B vironmental
S direct access to a variety of
L environrmental oriented products

= JWOD Program
one-stop shopping for available
Jw oD solutions

Disaster Relief

identify a full range of products
and services for relief and
preparedness

Wildfire
quickly locate available approved
MFES products

Homeland Security
locate critical Hormeland Security

products and services

G54 Advantage offers the most comprehensive selection of approved products
and services from GSA contracts, Thanks far choosing GSA!

ntly Asked Questions
b Paszword Assistance
%k How do I get order status?

“ . About overzeas ordering

’h How do I get a 354 Supply Catalog?
s

. . S . . . . . .

Building & Industrial

Furniture & Furnishings
Hospitality, Cleaning, & Chemicals
IT Solutions & Electronics
Laboratory, Scientific, & Medical
Law Enforcement, Fire, & Secunty
Office Solutions

Recreation & apparel
Services (anline ardering)
Tools, Hardware, & Machinery
Yehicles & Watercraft

. . S . . . . . .

Credit Card Services
Facilities Services
Financial Services
Fleet

Cffice Services
Professional Services
Property Disposal
Security Services
Technology Services
Transportation Services
Travel Services

uze thiz tool to submit
FECQ'STRIP requizitions

Get quotes fast with

e-Buy

¥learn more about e-Buy

State & Local

Purchase Products and
Sarvices For:

DISAST
Recoy Lizaster Recovery

Infarmation
PUREH 1o chnology

Feqgister hare!

Contractor Info

p How do I get a GSA
contrack?

p How do I get on GSA
Advantage or e-Buy?

More Contractor Infa...
Get my Orders!

G54 Advantage Sales

kEE WARNING *** This is a U.S, General Services Adrministration computer system that iz "FOR OFFICIAL USE OMNLY." Thiz system is subject to ronitaring.
Therefare, no expectation of privacy is to be aszurmed. Individuals found performing unauthorized activities are subject to dizciplinary action including crirminal

prosecution, Privacy and Security



Tutorial | Custorner Assistance | What's Mew | Register | LOGIM Wﬂlﬂpﬂfﬂgﬂﬂ

B Advantage!' oo e coe e DT AL v

Toll All Categories @ b Advanced Search

Admnt‘yd Search

hlare terms | Start awer |

Search fur:l all the wards jl inlanj,f product field j
Category: |AI| Categories j sm:lhﬂnst relevant j
Price: maore than $| less than $| Display:|25 tems 'I
Limit results to:
[" e UNICOR mandatary items [~ 508 Items with 508 infarmation available
[~ M8 NIB/MNISHAWOD mandatory items I € Recycled items (ather than CPG)
r CPG compliant items ™ B3 Energy Star compliant items
[~ FEMP FEMP Energy Efficient items [ %4 Other environmental items
[" PRME PRIME program iterms [" % Biobased items

[~ B¥R HSPD-12 Certified

I™ Small business [™ Woman owned business

[™ Service disabled veteran owned small business [~ SBA-certified small disadvantaged business
[ Weteran owned small business [ SRa-certified HUB Zone firm

" W& Medical items [™ SBa-certified 8(a) firm

I™ G54 Global Supply items

Advanced search allows you to search for an exact
phrase in a particular product field, restrict your
search by category, price, or socioeconomic
factors, and limit your display options.




Section 2: Search Results &
Product Information & Detail

e Search Results Page
e Product Detail




. Ad t , Tutorial Custorner Aszistance | What's Hew
B Advantage! m o S h R Its Pag
- ) ~ll Categories ea rc esu S a e

Horne > Search Results = Office Solutions > Signage & accessories = Identification docurnents > Badges or badge holders

S (2 JHelp on this page
earch Results

Found at least 3286 products for holder 3]

Page: 12345k
Refine using related terms

s badge s card s plastic s clip s magnetic
® name s adhesive s clear ® winyl

* |ahel
* retractable * gvary
Search within results

 r . Limit to; [
Find all these words Te——] Al

Symbols represent the environmental,
socioeconomic, and other factors which
apply to the item.

o [ Most releva

MSM/Mfr. Part No/P
B455-01-416-2224 Ye

PfM: S01-M or equal, W

shielded rnagnets to p

Manufackurer: NIA
Contractar: G54 Glabal Supply \;I

Click on the “"Compare Prices” link to compare |
prices and view additional sources. |

Clear plastic badge holder, 4" wide
includes 150 inserts and 150 badge
Manufackurer: MIA

Contractar: GSA Glabal Supply G (strategic sourcing)

8455-01-412-9537 Clip-Style Badl

7510-00-155-5174 Inspection Card Holder

Clear, 2-5/16 x 3-3/8", 100 per box. Vinyl card holder has a clear front with a thumb notch for easy access, Also includes a 1/4" reinforced hole
for hangir

Marnufack

<o BuUsiness size indicators are listed next t
contract number.

Black, Id

reel attached to a 36 inch nylon card, A metal spring clip secure e badge to 2 belt ar ...

Manufacturer: NIB oo
Contractor: GSA Global Supply ¥ (strategic sourcing)

502795 Beaded Neck Chain {for Badge Holder) $26.47 pa
Sturdy, nickel-plated, 30" beaded chain with connector iz deszig r carrying a personal identification tag or badge around your neck. Will not 1 day deliverad ARO
tub or chafe zkin, Includes 100 chainsz. Compare Prices

Manufacturer: W.D, SUPPLIES
Contractar: GREAT SUPPLIES & APPLIAMGCES [GS5-19F-1053M] (v)




Advantage!

=\
New search:

Rﬂdut‘! Detail

Tutorial | Custorner Asszistance | What's Mew | Register | LoGIN 'tl):l_:la?‘SF pping Cart

e T T T - aa =y N T e

The “"Product Detail” page displays important |
product information including price, unit of =

far

= 13 issue, minimum order, warranty, F.O.B., etc.
J/ Review this information thoroughly.
. If you are ready to purchase, enter your

quantity in the box and click "Add to Cart”.

oty I elow, enter gty at left, then Add to Cart, To view another contractor description, simply select the Contractor in the list below,

Pricef Unit

m Crder Increrment Minirnurn Order

& $16.28 PG 100EA G54 Global Supply (%1 [strategic sourcing) 2-7 days $100 In Stock 8]

$17.95 B 100EA GREAT OFFICE SUPPLIES IMNC.

e i0 7 days delivered ARO $100 Direct Delivery D-Conlss o-ak,PRHI

If multiple vendors are displayed, click the
button from the one you wish to purchase.




Section 3: Cart & Checkout

Shopping Cart
Park a Cart
Retrieve a Cart
Checkout

Order Confirmation




Tutorial | Custorner Aszsistance | What's New | LOGOUT

L Shoopiog Cazt
The shopping cart contains any item you have

selected to purchase.
}/cu.:r('urren! Shopping Cart T TEIp On TS page)

Advantage! g

MNew search:

|D Continue Shopping | | [» Update Cart I |l> Park Cart I | [» Checkout I

NSH/MFr. Part Na.
7510-00-155-5174 In Stock
INSPECTION CARD HOLDER ;;.- doac?s CONUS |3 £16.28 pa £48.84
Vendor: G5A
502795

BEADED N $26.47 pa £79.41 r

el If you make any quantity changes to edve pic]
the cart, make sure you click on the S 12029
shopping Gart ie “Update Cart” button.

Rermoving Iterms
- Enter "0" in the Qty b

Changing the Unit Price
- Custorners are encouraged to negotiate a lower price with MAS contractors (if the valurme warrants), To
reduce the unit price, click [reduce price], You will be asked to provide an authorization,

Payment Methods
- G54 Advantage accepts the Government Purchase Card or AAC/DoDAAL, Restrictions may apply

Shipping

- Shipping is included on all prices excapt whan "FOB Origin”,
- orders may b
Additianal instr

sl You may park the cart at any time by clicking

P e on the “Park Cart” button. The cart can
later be retrieved by clicking on the “"Parked

Carts” link at the top of the page.




Tutorial | Custorner Assistance | What's New | LOGOUT ws’ pping Cart

B Advantage!  cemmy e pr e K GO < i

MNew search: All Categori

Rrk a Cart

& Please Note: Prices are subject to change and may b

Parking a cart allows you to save your
shopping list for a future purchase or to
forward it to another person.

Instructions: Enter a name for your Parked Cart, Password is opfional, If you enter a Cart Mame tnat vau are already using, the contents will be ‘overwritten’ by the contents ot the
cart you are now saving.

Your Current Parked Carts

Cart Name: |

Q34804 Paper
670405 Supplies

Cart Passwaord: | {optional)

¥ dear rmy Shopping Cart after parking

[» Park Cart

Remember, when you retrieve a parked
cart, pricing is subject to change.

To park your current shopping cart,
create a cart name, and click “"Park
Cart”.




Tutorial | Custormner Assistance | What's New | LOGOUT w‘%ﬂppr'ng Cart
Adl’anfage.’ Schedules e-Library | Order History/Status m Parked Carts 0 iterns: $0.00
All Categaries

MHHHQE‘ My Parked Carts

b Advanced Search

['? JHelp on this page
Instructions: Click the "Cart Namg" link to view the TO ma nage you s a I‘ked ca I‘tS CI iCk structions below,
4

Car: Name on the “"Parked Carts” link in the

eI — header.

034804 Paper 10/04/2007

670405  Supplies 08/13/2007 Ma 9
Retriave a Cart To retrieve a parked cart, simply click on
I{g;irﬁ;:;} c::ltdsccluil;nke?Rneirli'ueausefgraw;r:ded to you, enter the cartn the Ca I“t na me h ig h I ig htéd i n red .
Cart # |
Pazsword: I (if necessary)

b Retrieve Cart



B Advantage!

Mew search:

Mmr.;ge' My Parked Carts

Instructions: Click the "Cart Marms

Tutarial | Custorne

All Categories

Retrieving a Parked Cart

The parked cart you clicked,
is now listed to the right.

R
(7 |Help on this page

ssword, To "Retrieve” a cart see the instructions below,

Cart # Last Updated EEELLI lemaye Cart Nurnber: 691336

691336  Badges 10/04/2007 Ho 0 Cart Hame: [Fiadges

034804 Paper 02/04/2008 o 0 ] |

670403 - enter New Password: |
rerieve| ' YoOU can forward a shopping (3 Update Parked Cart
was assine cart to additional people NS part
Cart # by clicking on the SRECTION CARD HOLDER. 7910-00-1533-3174
Password:

A\} Fo rwa rd Ca rtll butto n . ADED MECK CHAIM (FOR BADGE HOLDER) 5027593

[b Forward Cart | [ b Add to Shopping Cart |

To add items from the parked cart
to your active shopping cart,
click on “"Add to Shopping Cart”.




Tutarial Custorner Assistance | What's Ne

BA Advantage! m parkes cors
All Categaries

MNew search: in

KJLH’ Current Shopping Cart

E To proceed to checkout, click on the
“Checkoutbutton in your shopplng cart.

7510-00-155-5174 In Stock I
IMNSPECTION CARD HOLDER 2-7 days COMNUS £
Vendor: G54

502796 Diract Delivery

BEADED NECK CHAIN (FOR EADGE HDLDER) 1 day delivered ARO &

Yendor: GREAT SUPPLIES % APPLIAMCES

Shopping Cart Notes

Rermoving Iterms
- Enter "0" in the Qty box for the items you want to remove and cick "Update Cart",

Changing the Unit Price
- Custorners are encouraged to negotiate a lower price with MAS contractors (if the valurme warrants), To
reduce the unit price, click [reduce price], You will be asked to provide an authorization,

Payment Methods
- G54 Advantage accepts the Government Purchase Card or AAC/DoDAAL, Restrictions may apply

Shipping

- Shipping is included on all prices except whan "FOB Origin®,

- rders may be shipped to any valid post office address, as well as APQ/FPO or foreign addresses,
Additianal instructions will fallow in Checkaout,

Saving your Shopping Cart
- If you would like to save your cart for later or forward your cart to sormeone, click the "Park Cart" button,
- Please note that prices are subject to change, and may be different when retrieved.

Your Shopping Cart

B i h e
(2 JHelp on this page

| bUpdate Cart | [bParkCart | |DCheckout |

Unit Price

£16.28 P&

£26.47 P&

[reduce price]

Cart Total:

Tatal Price

£48.84

£79.41 r

$128.25



Advantage!

GSA e-Buy

Step 1: Select Method of Payment

aterm

Purchase Card
Select

Card N

In Advantage allows Purchase Card and
. AAC/DoDAAC payment methods.

o G54 Advantage, d
ed lin

2 aterment, these purch

(® )Help on this page)

'Update' to save, If you have a Purchase Card,

ar as individual lines ar

ases can appe
lick. an *rour Orders then click an

> Back

I | > Submit - Continuel

Payment
O

DoDAAC/AAC

Select

DoDA
Payment °

Upon selecting your payment method, click
one the “"Submit-Continue” button to
submit your information.

Default

o

Default

card in the boxes provided.

Purchase card customers may select a card from the one(s)
entered in their “"Profile”. Or, you may enter a new Purchase

If you are ordering GSA items, you may select from two billing
options. Choose "Line Item Billing” to see each item listed on
your Purchase card statement. Select "Consolidated Billing”

to see only one line with the total for your entire order.




Advantage!

GSA e-Buy | Schedules e-Library

Step 2: Select Shipping Address

Ch(’(‘k()uf - New Shipping Address

Instructions: Please enter a

| You must enter an "Address Name” and
1 Please do not use any specil < fill out the necessary information.

2., Overseas Customers: please

Individual Receivin g Shipment
Addrezz Mame I
Marne: I
Agency I
Phone:l ST ! foh
Addresz Line 1| .
E-mall:l
Address Line 2|
(eptional)
City |
State I j

Zipt+4 I (ex, 22202 or 22202-1234)

|l> Park Cart

I | [ Submit - Continue

Each address will require the name, phone
number, and e-mail address of the
individual receiving shipment.




BA Advantage! orter et

Chec [ i 1 (@eipon his pags)
— | Returning users will go directly to T on s 5

5w the checkout review page.

3. cli

* i H A\ n [» Process Order
Requied feld Click “Process Order” to J! |
Payment Information
Card #: xxxx-xxxx-xxxx-0000 p rocess you r 0 rder.
! Racaiving 5 ant
Exp. Date: IMEF 4| IQDD9 -] Taddrase
P Change Payrment Information SRD FLOOR Ref#l ;23;2:5)&:‘:'5;5:55@95 .

2zz02
ew Address

Step 3: Checkout Review

Custome| - -
i The checkout review page gives you

ol the option to view and select from
GSA Re multiple dealers if available.

Usze the "Motes" field to include any mark-for, special markings, or delivery instructions for this item. If requesting inside delivery, pleasze state "inside delivery” and provide a contact name, phone and room nurber.

ﬂin

7510-00-135-5 l?4|
INSPECTION CARD

Please review all information listed on this page. If

PUTEIESS Oy you need to change any information, click on the

Contractor:

LD SEDLTS: link below the information. For example, to

GREAT SUPPLIES

o change you Payment Information, click on the

P change Dealer

Dativery Time “"Change Payment Information” link.

1 day deliverad Al

FoBR
Destination | ‘I
Mfr. Part Mo Oy Unit Price Total Price Elhilp

' ' Address
302796 i
BEADED NECK CHAIN (FOR BADGE HOLDER) E sH R [change]

PO Total: $70.41



Tutorial | Customer Aszsistance | What's Mew | LOGOUT

Schedules e-Library | Order History/Sta

“Ef Shopping Cart

Advantage!
Here is your Order Confirmation. k

Orde'r Confirmation (77 Help on this page)
Thank you for shopping G54 Advantage! An e-mail confirmation was sent to andrea.address@qgsa.gov on Feb 4, 2008, You may also print a copy of your Purchase Order(s) by
clicking the "Wiew/Print PO" button,

Session Mo.: 2853005 Date:Feb 4, 2008
Order Total: $128.25 Ordering Officer: ANDREA ADDRESS

GSA Orders: The fallowing item(s) have been successfully received by GSA and are scheduled to be delivered in the timeframes shown. To obtain order status on an item, click
on "Order Status/History" fraom the GSA Advantage! Main Menu.

7510-00-155-5174

GYDGUKB0353781 INSPECTION CARD HOLDER 2-7 days CONUS 3 £16.28 PG £48.84 1
Jwon

Purchase Orders: The fallowing item(s) will be shipped and billed directly by the Contractor, To obtain order status, call the contractor directly using the telephone number
displayed.

GREAT SUPPLIES & APPLI 526,47 PG £79,41

353-333-5555 click “View/Print PO".

Dealer:

GREAT SUPPLIES & APPLIAMCH

6374 BLACKHAWEK DRIVE, SUITE 701
SILWER PALMS, MC

333-333-33359

b View/Print PO

Shippirf]

PO Total: $70.41

Purchase Orde i i Unit Price Total Ship
NGAKEGL543N If you wish to print the purchase order, F---
3

Mdress(es): Symbals:

Address Individus! Receiving Shipment IWob - Mandatory %W OD Therm Available From MIB/NISH
G54 Andrea Address

2222 GEARMTREET 703-553-3555

3RD FLO Andrea,Addresz@gsa.gov

Atlingtan

||> Logout I |I>Continue Shopping




Section 4: Login & Registration
& Profile

e Logging In

e Registration

e Forgot Your Password?
e Updating Your Profile




Advantag

To register for a User ID and
Password, click on “"Register”

I
ked7 tis

Fegistar |

What are you looking

Enter ke o

adblabobishl L

Loak in..

In order to park carts, make purchases, and
check order history, you will need to login.

ublic by
simplify

|AII Categories j

Advanced Search

Special Programs

Strategic Sourcing BPAs
direct access to Strategic Sourcing
land agency specific BPAs

Environmental
direct access to a variety of
o & environmental oriented producks

= JWOD Program
one-stop shopping for available
Jw oD solutions

Disaster Relief

identify a full range of products
and services for relief and
preparedness

Wildfire
quickly locate available approved
MFES products

Homeland Security
locate critical Hormeland Security

products and services

Fr

’h How do I get a 354 Supply Catalog?
s

and services from GSA contracts, Thanks far choosing GSA!

LCGEIM

ntly Asked Questions
b Paszword Assistance
%k How do I get order status?

“ . About overzeas ordering

. . S . . . . . .

Building & Industrial

Furniture & Furnishings
Hospitality, Cleaning, & Chemicals
IT Solutions & Electronics
Laboratory, Scientific, & Medical
Law Enforcement, Fire, & Secunty
Office Solutions

Recreation & apparel

Services (anline ardering)

Tools, Hardware, & Machinery
Yehicles & Watercraft

. . S . . . . . .

Credit Card Services
Facilities Services
Financial Services
Fleet

Cffice Services
Professional Services
Property Disposal
Security Services
Technology Services
Transportation Services
Travel Services

‘]H.S.l‘mpping Cart
0 iterns: $0.00

b Requisition Status

find the status of any
G5A requisition

b NSN Quick Order

quickly arder G5A
rnanaged MSHs

¥ FEDSTRIP

uze thiz tool to submit
FECQ'STRIP requizitions

Get quotes fast with

e-Buy

¥learn more about e-Buy

State & Local

Purchase Products and

Sarvices For:

DISAST
Recoy Lizaster Recovery

Information

Lo, Technolagy

Feqgister hare!

Contractor Info

p How do I get a GSA
contrack?

p How do I get on GSA
Advantage or e-Buy?

More Contractor Infa...

Get my Orders!

G54 Advantage Sales

kEE WARNING *** This is a U.S, General Services Adrministration computer system that iz "FOR OFFICIAL USE OMNLY." Thiz system is subject to ronitaring.
Therefare, no expectation of privacy is to be aszurmed. Individuals found performing unauthorized activities are subject to dizciplinary action including crirminal

prosecution, Privacy and Security



Tutorial | Customer Assiztance | What's Mew | Register | LOGIN

oL TEIIET TR < oo | scresvies vorory [oraenisary status [ prie | pakes ans | Repors
B Tl All Categories

Registration

New search:

M.... Make sure your User ID is at least 6
characters long, and your password is

Instructi Etration to purchase items and/or use many of the

enhanced at |eaSt 8 Cha I‘a Cte I‘S |Ong " browser, by-pass the bureau selection below and

complete

First Mame: Last Mame: I

|
Phone; I (no alphaz)
I_

. Se'ectan%e“w-J To register, you must enter all
Bureau Code:! | Select 5 Bureau - ~

(if your bureau is not listed, please select the bureau that matches your agency) req u i red i nfo rmati on a nd CI iCk
Fmal adress: | the “Register” button.

Zip Code I [ZIP code needed to determine pricing for vour location) (ax, 222 e

Lgency!

&Please write down your User 1D, Password, and Password Hint below!

User ID: I (1D riust be at least six(é) characters long.)

Password: I (Password must be at least eight (2] characters long.)

Re-enter Password: I

Password Hint: Enter your mother's maiden name:

wauld you like to receive e-mail status updates for yaur orders? & Yes © Na
Content of Order Status ernails:

|Cnnsnlidated - Send me one daily message combining all urdersj

Farmat of ernails:

IF'Iain Text (works well with all mail clients except Lotus 4.x) j

would you like to receive e-mail for news alerts and other stuff? & ves © No

b Register | < —



Tutorial | Custorner Assistance |

Advantage!‘ #| Forgot your password?

. _Findh.-‘ Ay anced Searc

All Cateqories

MNew search:

Membw Login {7 Help on this page)
If you do not have a "User ID" and "Password", please Register, [/ Viewa Tutorial of the
‘new” GSA Advantage!
Forgot my User ID & PEISSWDI’EI._
User ID |
Password | To retrieve a forgotten User ID or

Password, simply click on the “Forgot my
User ID & Password” link.




Tutarial | Custorner Assistance | what]

B Advantage! b | paen

.me':’ho - Member Information

Updating your Profile

(7 JHelp on this page

—_ . (U Your Profiles
- - ormation, please make the necessary modifications and
To update your profile, click the > /o nomatin

“Profile” link on the menu bar. (3 Edit Adefress Book

C¥Edit Mathods of Payment

First Name:  |ANDREA

_— — You can access your member information
— — by clicking on "Member Information”.

Bureau Code: [Federal Supply Senice, Al

[if vour bureau is not listed, pl

Member Information allows you to edit your

Email Address: Iandrea.address@gsa.guv

Zpcode: AT personal information including your name,
R— phone, agency, e-mail address, etc. This is
pacsword: | the data you entered during registration.

Re-znter Password: I

Password Hint: Enter your mother's maid

Would you like to receive e-mail status updates
Content of Order Status ermails:

[ Cansolidated - Send dai Click “Update" to update
Forrnat of ernails: . : your information.

R 5 B B L
IF‘Iam Text (works well with all mail clients e ———— =

Wauld you like to receive e-mail for news alerts and ather stuff? & ves © Mo

] (> Upcete |



Tutaorial Custorner Assistance What's New LOGOUT w‘ -
M g l I | Shopping Cart
GSA Adv 0 iterns: $0,00

ppw | You can access your address book by ez NG
Poosite - aal clicking on “"Edit Address Book” .

() Help on this page)

(5 Your Profiles

E¥Membar Information

‘ (¥ Edit Address Book

(: -Edit Methods of Payment

Instructions: The following addresses are associated with your membership.

i You can remove an address by clicking
on the "Remove Address” link, located |
under each address. o
e i —— Kelw
gg?ﬁ NICK ROAD Marne: Jim Jenny

Arlington, Wi 2220_ Phone! I?03—555—5555 cornmercizl, no alphas
[remoue a2 ddress] I Ijim_jenny@GSA_GOV

» Create a Mew address

An additional address can be
created by clicking on the "Create
a New Address” link.




Tutorial | Custormer Assistance | What's New | LOGOUT

. W shopping Cart
Advantage!’ gy s, e R EEET et

.P rofile - New Address

You must enter an "Address Name” and
fill out the necessary information.

1. Please do not use any special charadcters [quotes, #.,%, etc., ) in the Address Name

2, Dverseas Customers: please make sure your APOYFPO miail address is entered in City, and A8AE or AP is entered in State,

Instructions: Flease enter a

Motes:

| b Back | | b Submit |

Individual Receiving Shiprnent
Addreszs Mame I
Marne: I
Agency I
Dhone:l commercial, no alphas

Addresz Line 1|
E-mail:l

Addresz Line 2
(ooticnad)

City |

State I j
Zip+4 I (ex, 22202 or 22202-1234)

Each address will require the name, phone
number, and e-mail address of the
individual receiving shipment.




Advantage!

utora
GSA e-Buy | Schedules e-Library | O

MNew search:

Tl Al Categaries

me':’fe - Payment Methods

Instructions: The following paym
wou have a Purchase Card, make

Nobe The billin ng option for p rcha
div dual line orcan

appear a
|g to GEA Advantage Ik

Purchase Card

card Number

AAC/DoDAAC

AAC Number

Apply for a Passwor d  Apply for an

AR

You can access your methods of
payments by clicking on "Edit

? JHelp on this pagaj

((F¥our Profiles

pdate' to save. If (CkMember Information

Methods of Payment"

£k Edit Address Book

(b Edit Methods of Payment

I |DUpdate I

be Idtdlfw,l elect ¢ Idtdbll ng, d dt abreakd fth Idtdl henreconcl g!,- ,l,l
aur Orders then click on "Reconc | redit card statement”, F llo th uctions on the sco t abtai breakdown of the Id t d lin
| I Reset
Card Holder Name Expiration Month Billing Option Default
| |-Se|ect-j |-Se|eu:t-j |-Se|ect- - o

To apply for an Activity Address Code (AAC) or
AAC password click on “"Apply for an AAC”
or “Apply for a Password”.

Add additional purchase cards or
AAC/DoDAAC codes by entering
the required information and
clicking "Update”.

Delets

Delete



Section 5: Order History &
Order Status

e Order History
e Order Status




Advantage!

What are you looking for?

To view your 5 most recent orders, you can
click on the date of the order on the GSA
Advantage! home page.

managed MSMN=

Ernter keywords, part#/NSN, rmanufacturer,
contractor, contrack #

er feedback is very important to uiend the driving force in developing
es on organizing and presenting oUinfarmation. » FEDSTRIP

Loaok in... uze thiz toal ta submit
- FECDSTRIP requisitions
|AII Categories j Your Recent Orders Mews and Information -
Deiz= SessiDm. TEiEl Does GS4 advantage provide Gatguotes fst with
Advanced Search - 02/04/08 2853005 §128.25 Invoices? e-Buy
rlearn more about e-Buy
12/08/07 2722785 $260.00 6 Reasons to Update your G54

Special Programs 10/04/07 2645412 $2,077.50 sdvantage

- . . 03,1207 225887 182.80 = i
Strateqgic Sourcing BPAs f13/ £ Sl T'F'S
direct access to Strategic Sourcing 02/06,/07 2289548 $£316.60 Schedules e-Library Enhancements
. land agency specifi

4 Environmenta
S direct access to &
L enviranmental ori

To view your order history or order status, click on
the “"Order Status/History” link above.

Disaster REIiEI- e g P ey e r T——
identify a full range of products Laboratory, Scientific, & Medical Office Services

and servicas for relief and ) )
preparedness Law Enforcement, Fire, & Security
Wildfire Office Solutions

Recreation & Apparel

quickly locate available approved
MFES products

= IWOD Progra
one-stop shoppin
Iw' oD solutions

JS_E._E

i
=
«
W

Professional Services
Property Disposal
Security Services
Technology Services
Transportation Services

. Services fonline ordering)
Homeland Security

lacate critical Hormeland Security Tools, Hardware, & Machlner\_,r

Yehicles & Watercraft

* w w w v v v
v vy vy v v v v

products and services Travel Services

wkE o ARMNING *%% This iz a .S, General Services Administration computer systern that is "FOR OFFICIAL USE OMLY." This systern is subject to manitoring,
Therefare, no expectation of privacy is to be assurmed. Individuals found performing unauthorized activities are subject ta disciplinary action induding criminal
prosecution. Privacy and Security



Adlf'antagl & Tutorial | Custormer Assistance | What's Mew | LOGOUT o .
o To search for a specific order, type the Purchase Order

- - - - - A\ 14 4

O sor 1sior status #, Requisition #, or Session #, then click "Go”.
Jrde :I,- i econcle Credit Car

Yiew all your GSA Advantage! Orders _ Find items ordered

1. Search fDrI
view Orders by Date range (MM/DD/ vy 2. Which field should we search in?
I i I = _ ' NSM/Mfr Part Mo, © Item Mame © Contractor
from - 3. Enter order date range (setiersf) MMIDDMOTY
Froml H to I H

View a specific order (Enter a PO #, Requisition #, or a Session #)
0l
— _ —

You can also view your orders placed during a
certain date range by selecting the date range
desired and clicking “"Go”.

To search for a particular item ordered, type the keyword into

the search box under Step 1. Select which field you wish to
search in, for Step 2, and click "Go!”. You also have the

option to narrow your ordered items search by date range.

To view all of your GSA Advantage! Orders, click on
the "Go"” after “View all your GSA Advantage! Orders”.




Tutorial | Customer Assistance | What's Hew | LOGOUT%’ .
Shopping Cart

JuYe [T T v o [ e -ivry [orr iyt | prorie | pares cars | epors SAMREEAG
All Categories advanced Search

in

- A\ 144 H
O Click on the "order date” link to check
rder History - Search Results . -
Instructions: Click the "Order Date" to view order the Status OI‘ VIeW dEta IIS Of a
Criteria: alf orders SPECIfIC order.
W] =TR =R Order History Search | Reconcile Credit Card
Session No. Order Date Order Total
2853005 02/04/2008 _ £128.25
2722765 12/08/2007 £260.00
2645412 10/04/2007 £2,077.50
2625887 08/13/2007 182,80
2289548 0z2/06/2007 £316.60




New search:

Here are the details of the selected Advantage! session.

o
Ovaer Order status is located —
gl under the Status column.
b To rep

» To send a Cancellation

Request, check the 'Cancel Regff

(el =[BI=NENN back to Order Results | <rder History Search | Reconcile

Check to see if the vendor has submitted

Session #: 2853005
oOrder Date; 02/04/08

GSA Requisitions

shipping & tracking information.

25
100

S TP staws % sew S S rowen
"1 Shipping addresses are located [* = &
at the bottom of this page.
Grdor st You may enter a cancellation requdkt by
Sarialaci checking the box under the Cancel gplumn.
D Remember, items with one (1) day delivery
‘X cannot be canceled. prare T

e Purchase Orders by clicking on the
S0 o eer Mniresndgan “View/Print PO” button.
Arlington, WA 22202 AndreaAddress@gsa.gov

A user may also choose to View/Print

it

Cancel

Request
O

All new orders will contain symbols, such as the
recycled symbol. The definition of these symbols
will be located at the bottom right of the page.




Federal Acquisition Service

Thank you for your interest in
GSA Advantage!

If you have any additional questions,
please call the GSA Advantage!
Helpdesk at (877) 472 — 3777 or emaill
GSA.Advantage@gsa.gov
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