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Presenter
Presentation Notes
Welcome!  And thanks for attending.  We’re happy to see you and thrilled to be able to tell you about GSA’s premier ordering program, GSA Advantage!


Questions:  1. How many in the audience work within the Government at the State, County or local level?   
                   2. How many are involved in either requirements identification, the approval process , or actual procurement of either products or services in the performance of your job?
                   




John Marrone  State and Local Coordinator 

 - Point of Contact for all GSA Programs and Questions 
 - Training Seminars for Multi Agency 
 - Onsite Training 
 - Customer Visits 
 - Interact with Program experts (Tech and Procurement)  
 - Cover all New York State and New York City and New 

Jersey 
 - john.marrone@gsa.gov  (347-621-8515) 
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 GSA Advantage!® Overview 
 Registration and Profile  
 Searching Capabilities 
 Search Results 
 Order History 

Topics of Discussion 
 

Presenter
Presentation Notes
Here are the main topics that this training will include.
GSA Advantage! Overview
Registration and Profile 
Searching Capabilities
Search Results
Order History




What’s New 

 Overall Redesign of the Website 
 Improved Product Information 
 Consolidated & Expanded Product Searches 
 Enhanced Searching Capabilities 
 Product Photos: More Quality & Quantity 
 Department Stores 
 Message Center  

Presenter
Presentation Notes
GSA is pleased to announce the launch of the new and improved GSA Advantage! The primary focus of this release was improve product information and offer a more efficient and user-friendly shopping experience, including a fresh new design with more intuitive screen layouts.

The new system provides additional product detail with better descriptions, spec sheets, mfr brochures 

What’s New
Overall Redesign of the Website
Improved Product Information
Consolidated & Expanded Product Searches
Enhanced Searching Capabilities
Product Photos: More Quality & Quantity
Department Stores
Message Center 


The consolidated search allows for fewer and more relevant search results by using a single record for identical products, the expanded view will look like search results in the previous version

Enhanced searching capabilities provides better access to services offered by GSA, easier access to Agency and government-wide FSSI BPAs , and improved identification of "green" products and features 

The new photo viewer allows for up to 8 photos per item that can be viewed larger and with higher resolution

The Department Stores provide individual pages for each product super-category as well as the ability to Search for Products under a specific Department Store by Keyword, Sub-Category, or other special features to more easily locate desired items

The new message center provides information about your most recent orders when you log in, including tracking information if available

We will cover all of these changes in today’s training





Stats – GSA Advantage 

 17,584 Schedule Vendors, 20,849 Contracts 
 25,213,430 Products & Services 
 714,973 Registered Customers 
 750,000 Searches Every Work Day 
 3,500 orders placed each day 
 3 “Searching” Users for Every Buyer 
 Average order $763 
 

Presenter
Presentation Notes
These usage statistics relate to GSA Advantage as a whole, and not specifically State & Local only.
Stats – GSA Advantage
17,584 Schedule Vendors, 20,849 Contracts
25,213,430 Products & Services
714,973 Registered Customers
750,000 Searches Every Work Day
3,500 orders placed each day
3 “Searching” Users for Every Buyer
Average order $763




Features and Benefits 
 
 
 
The GSA Schedule Programs offer…. 
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Pre-negotiated ceiling prices that can be further discounted 
through head-to-head competition and negotiations ✔ 
Pre-vetted local and global contractors, including small 
and disadvantaged businesses  ✔ ✔ ✔ 
A suite of e-Tools to streamline processes, such as market 
research and competition ✔ ✔ ✔ 
A nationwide network of responsive GSA representatives 
available for training and assistance ✔ ✔ 
The ability to establish term contracts, known as Blanket 
Purchase Agreements, for reccurring needs ✔ ✔ 

Presenter
Presentation Notes
This slide illustrates the relationship between the features of the GSA Schedules Programs and the four benefits of cost savings, time savings, selection, and built-in value.  A few items to note: in addition to providing a huge number of contractors to choose, GSA Schedules provide a diverse selection of local and global contractors, the majority of which fall under one of the Federal Government’s socio-economic categories such as service-disable veteran owned companies and small and disadvantaged companies.  State and local customers can create “term” or “blanket” contracts using the GSA Schedules available to them.  These contracts, known as GSA Blanket Purchase Agreements (BPAs), are well-suited for recurring or anticipated requirements, including those anticipated for disaster recovery needs.
When discussing the built-in value, the conversation should include both the value the customer receives from GSA, and the ease of use through that built-in value, such as market research with the e-Tools and the ability to call or email a CSD with a question.   Depending on the length of the presentation and your familiarity with the customer’s values, this may be the only slide needed for a discussion of benefits. However, if time allows, the next four slides are more granular in discussing how the GSA Schedule Programs create benefits for state and local users.  If your knowledge of a customer indicates a particular focus on cost savings rather than selection, you may want to use this slide and the cost savings slide without the others.  



Buying Authorities 

Under 833 Disaster Recovery and 211 
Cooperative Purchasing legislation, State and 
Local Government entities now have the ability to 
purchase products and services from GSA and 
Veterans Affairs (VA) Federal Supply Schedules 
directly from GSA Advantage!® 
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Presentation Notes
Under 833 Disaster Recovery and 211 Cooperative Purchasing legislation, State and Local Government entities now have the ability to purchase products and services from GSA and Veteran Administration (VA) Federal Supply Schedules directly from GSA Advantage!®.





Cooperative Purchasing 
 IT Cooperative Purchasing - Section 211 of the   

E-Government Act of 2002 authorized GSA sales of 
Schedule 70 products and services to State & Local 
Governments 

 The Local Preparedness Acquisition Act of 2008 amended 
the "Cooperative Purchasing" provisions of the Federal 
Property and Administrative Services Act to allow certain 
items offered through GSA Schedule 84 

 
 

 

Presenter
Presentation Notes
Purchasing only IT Products and Services for any purpose
Approved vendors have a  symbol next to the company name Advantage. 
Section 211 of the E-Government Act of 2002 amended the Federal
Property and Administrative Services Act to allow for “Cooperative Purchasing.”
Cooperative Purchasing allows states and localities access to certain 
items offered through the General Services Administration's Federal 
Supply Schedule 70 Information Technology (IT).  

The information technology available to state and local governments 
Includes automated data-processing equipment (including firmware), 
software, supplies, support equipment, and services.




833 Disaster Recovery 
 
 
 
 

   Section 833 FY07 Defense Authorization Act 
authorizes GSA to allow State and Local 
governments access to the GSA Multiple Award 
Schedules due to a Presidential declared disaster 

 
 Purchase products and services to be used to facilitate recovery 

from a major disaster, terrorism or nuclear, biological, chemical, or 
radiological attack 

 Advanced Purchasing is allowed to Pre-Position for  recovery of a 
disaster 

 www.gsa.gov/disasterrecovery  
 
. 
 

Presenter
Presentation Notes
In the last 25 years, the researchers point out, the continental USA has issued almost 1000 disaster declarations and been subjected to 442 natural disasters. Among these natural disasters are hurricanes, fires, windstorms, earthquakes, tornados and floods. But, as 11 September 2001 has shown, disasters are not limited to natural events.



https://www.gsaadvantage.gov/advantage/information/page.do;jsessionid=F5AD8A55547F9717E631DF96CB2C9071.A3?keyName=SYMBOLS
http://www.clipartguide.com/_pages/0512-0705-3115-5229.html


Section 2: Registration and Profile 

 Homepage Functionality 
  Registration 
  Forgot Your Password? 
  Updating Your Profiles 



Presenter
Presentation Notes
Here we see the GSA Advantage homepage. You can browse from the homepage without logging in.  Once you’re ready to Checkout though, you will be required to login.  In order to manage shopping carts or view your Order Status/History, you will need to Login as well. It will be important for you to Register so that your Profile information is already loaded when you Login.    
[Click]
The Homepage provides convenient links to Specialty PROGRAMS such as Environmental products/services, ABILITY ONE Program, Disaster Relief, Wildland Fire Program, and Security Solutions . 
[Click]
The new Homepage provides easy access to the Strategic Sourcing BPAs that GSA has negotiated for use by all agencies.  GSA has negotiated additional discounts off of the Federal Supply Schedule Pricing for Credit Monitoring Services, Domestic Delivery Services, Emergency Lodging Services, and Office Supplies.  You will also be able to view BPAs negotiated for use by your specific agency that have been loaded into GSA Advantage.
[Click]
Here you can see special links to information specifically for State and Local Governments interested in using GSA Advantage, Contractors needing information on how to get a GSA Contract, or users who need Help with the GSA Advantage system or with orders placed on the system.
[Click]
You can access GSA eBuy, from GSA Advantage by selecting the button at the top of the page.  GSA eBuy is a system designed to electronically prepare, post, review, and award Request for Quotes against Federal Supply Schedule and GSA Government Wide Acquisition Contracts or GWACs.
In case you are not familiar with GWACs, they are designed specifically for complex Information Technology projects.  Unlike Federal Supply Schedules, you must obtain a letter of designation from the designated GSA Contracting Officer before placing orders against these contracts.
[Click]
You can also access the eLibrary from GSA Advantage.  Instead of providing specific product pricing, like we will see in GSA Advantage, the eLibrary lists all current Federal Supply Schedule contractors for the various product and service categories available.  Department of Veterans Affairs Multiple Award Schedules for medical supplies and services as well as GSA Government Wide Acquisition Contracts are also listed on the eLibrary, with links to obtain more information about these programs.
[Click]
There is now a link to the GSA Xcess website as well, which is the first source for locating material after reviewing your own agency’s inventory.  These items can be obtained for free from other Federal agencies, although your agency will likely be required to pay for any transportation costs.
[Click] 

For Assistance at any time click on the “Help” Icon.  




Presenter
Presentation Notes
One special program of immediate interest, is the wildland fire program. 
Click on the icon on the homepage icon. 




 ADVANTAGE HELPDESK  
 1-877-472-3777, Option 2 

Presenter
Presentation Notes
As you can see we have the popular links to GSA.Advantage@gsa.gov e-mail and MOST IMPORTANTLY the Advantage Help Desk toll free number-  1-877-472-3777, Option 2.  
[Click]
HELP TOPICS are on the bottom of the page which link you to Frequently Asked Questions, Terms and Information, 
GSA Business Center Contacts, and website Security information.





Presenter
Presentation Notes
An alternative method to finding out more information and linking to registration is clicking on the “State and Local Governments” Icon on the homepage.  



Presenter
Presentation Notes
Once you click on the “State and Local Government” Icon, this page will page.  Just click on the “Register now to get Started!” link on the page. 



Presenter
Presentation Notes

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

 By registering the system will provide the user with more capabilities.

[Click]

Select that you are registering as a State or Local organization.



Presenter
Presentation Notes
Registration:

 This is the Registration Page for All State & Local Employees.  Make sure to provide all required information.
Make sure your User ID is at least 6 characters long, and your case sensitive password  is at least 8 characters long. Password must contain at least 1 alpha, 1 numeric, and 1 special character. Please guard your password carefully.) 

[Click]

 You must provide your supervisor’s contact information for approval if you are requesting ordering capabilities.
 By choosing These Programs you are informing GSA Advantage! What items you are allowed to procure.
 To register, you must enter all required information and click the “Register” button.







 

To:  joe.supervisor@gsa.gov 
From: GSA Advantage!® 
Subject:  Request from Richard Carlson to order from GSA 
 
       Richard Carlson is requesting your approval to order products and services from the General Services 

Administration (GSA) on behalf of [organization level 3] from the following federal programs: 
 Disaster Recovery Program 
 Cooperative Purchasing Program  (IT products and services) 

 
       Ordering will be via GSA’s online system GSA Advantage!® (www.gsaadvantage.gov).  GSA Advantage!® 

provides millions of commercial products and services backed by GSA contracts.  Recent legislation now allows 
state and local government entities to use GSA Federal Supply Schedule contracts to obtain products and services 
for the preparation and recovery from a Presidential declared disaster. Additionally, state and local governments 
may purchase a variety of Information Technology products and services from GSA. 

 
       Richard Carlson has acknowledged being an authorized purchasing representative for [organization level 3] and 

agrees to act in accordance with your organization's procurement guidelines while using GSA Advantage!® . 
 
 To approve or reject this request, please click the following link: 
  
 Request for Ordering Authority response for Richard Carlson 
 
 Thank you! 
  
 GSA Advantage 

Presenter
Presentation Notes
This is an example of the formatted letter that will be sent electronically to your ordering authority.  

http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=8199&channelPage=/ep/channel/gsaOverview.jsp&channelId=-18810
http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=8199&channelPage=/ep/channel/gsaOverview.jsp&channelId=-13528


Presenter
Presentation Notes
Your supervisor or authorizing official will have the ability to approve or reject your request.




 
To:  Richard Carlson 
From: GSA Advantage 
Subject:  APPROVED GSA Advantage!® Ordering Authority 
 
 Joe Supervisor has approved your request for ordering authorization on GSA Advantage.   
 You now have the ability to purchase products and services from GSA Advantage!® on behalf of 

[Organization level 3] from the following federal programs: 

 
 Please go to www.gsaadvantage.gov and login using the user ID and password entered when you 

registered. 
  
 We appreciate your interest in GSA Advantage. 
 
 Thank you! 
 
 GSA Advantage 
 www.gsaadvantage.gov 

 
 Disaster Recovery Program 
 Cooperative Purchasing Program (IT products and services) 

Presenter
Presentation Notes
Sample of the email to supervisor requesting authorization to purchase on either or both programs.


http://www.gsa.gov/Portal/gsa/ep/channelView.do?pageTypeId=8199&channelPage=/ep/channel/gsaOverview.jsp&channelId=-13528


Once GSA receives authorization your 
account will be updated and you now 
have the ability to purchase on GSA 

Advantage!.  

If your request is not authorized by 
your supervisor you will not have 

the ability to purchase on GSA 
Advantage!®.  

Presenter
Presentation Notes
To check the status of your Ordering Authorization you can click on the “My Account” link in the menu bar.

Once GSA receives authorization your account will be updated and you now have the ability to purchase on GSA Advantage!. 

If your request is not authorized by your supervisor you will not have the ability to purchase on GSA Advantage!®. 





If authorization is rejected -  
 cannot request authorization again (need 

to call HelpDesk 
to get unlocked) 

 

 ADVANTAGE HELPDESK  
 1-877-472-3777, Option 2 

Presenter
Presentation Notes
If your authorization rejected, you cannot request authorization again. You will need to call the Advantage Help Desk and provide additional info to get unlocked.




If at any time you forget 
your user ID or password, 
simply click on the “Forgot 
my User ID & Password” 

link. 

Many areas/functionality require you to login.  

STATE1234 
******** 

Presenter
Presentation Notes
If at any time you forget your user ID or password, simply click on the “Forgot my User ID & Password” link.  

May areas/functionality require you to login.  




Presenter
Presentation Notes
Updating your profile:

 To update your profile, click on the “My Account” link in the menu bar.

 Member Information allows you to edit your personal information including your name, phone, agency, e-mail address, etc. This is the data you entered during registration.

4. Click “Update” to update your information.







Presenter
Presentation Notes
You can edit your address book by clicking on “address Book”. 

2.  You can remove an address by clicking on the “Remove Address” link, located under each address.  






Presenter
Presentation Notes
Edit Methods of Payment

 You can access your methods of payments by clicking on “Payment Methods”. 

Select or enter a new credit card, then click 'Submit - Continue'. To make changes to a credit card, make any necessary changes and click 'Update' to save the changes. Only American Express, VISA, or MasterCard credit cards may be used. Please make sure the credit card expiration date is valid.

Click “Update”. 





Section 3: Searching on GSA Advantage!® 
 
 Searching by Keyword Refining results volume 
discount and reduced price function. 
 Searching by Categories and New EBUY! 
 Advanced Search 
 Options/Accessories 



 
 

Presenter
Presentation Notes
You can type in the nomenclature, model number, company, contract number, part number, etc in the search block.  Than click on go!  



8 channel 

Presenter
Presentation Notes
Search Results Page:

Here you can refine your search by either using the related
 terms listed or enter another keyword and search within the results.  

Clicking on a related term will refine your results.



http://www.google.com/imgres?imgurl=http://pimages.solidsignal.com/484095-001-00_2_zoom.jpg&imgrefurl=http://www.solidsignal.com/pview.asp?mc=05&p=484095-001-00&d=Motorola-Signal-Booster-48409500100-BiDirectional-RF-Amplifier-(48409500100)&c=Amplifiers&sku=612572085745&usg=__oFtI99j5_H3o89UUHy3ooquHz5o=&h=300&w=300&sz=11&hl=en&start=2&zoom=1&um=1&itbs=1&tbnid=orIpV__0CFB9QM:&tbnh=116&tbnw=116&prev=/images?q=484095-001-00&um=1&hl=en&sa=N&tbs=isch:1&ei=3PRaTZuvN8HogQez7YD8DQ


Presenter
Presentation Notes
Search may be refined even further by using the suggested related terms.  

http://www.google.com/imgres?imgurl=http://avalanche.tessco.com/productimages/70x70/134042.jpg&imgrefurl=http://www.tessco.com/products/displayProducts.do?displayType=3&changeDisplay=true&groupId=100&subgroupId=86&isOutlet=false&usg=__9nO0zySyZWNZh3kZw_2TLdWbfD0=&h=70&w=70&sz=5&hl=en&start=2&zoom=1&um=1&itbs=1&tbnid=66mUFjBK_HWygM:&tbnh=68&tbnw=68&prev=/images?q=MCR250+motorola&um=1&hl=en&tbs=isch:1&ei=gwdbTYX_JsfKgQeN-un4DQ
http://www.google.com/imgres?imgurl=http://avalanche.tessco.com/productimages/70x70/134042.jpg&imgrefurl=http://www.tessco.com/products/displayProducts.do?displayType=3&changeDisplay=true&groupId=100&subgroupId=86&isOutlet=false&usg=__9nO0zySyZWNZh3kZw_2TLdWbfD0=&h=70&w=70&sz=5&hl=en&start=2&zoom=1&um=1&itbs=1&tbnid=66mUFjBK_HWygM:&tbnh=68&tbnw=68&prev=/images?q=MCR250+motorola&um=1&hl=en&tbs=isch:1&ei=gwdbTYX_JsfKgQeN-un4DQ


Presenter
Presentation Notes
You have now drilled down the search meeting all criteria to all specific matches for Motorola 8 channel radios.
2. You may use the “sort” drop down box to search by product name, NSN/mfr. Part number, manufacturer name and prices high to low, or low to high.  
3. Select your item 

http://www.google.com/imgres?imgurl=http://avalanche.tessco.com/productimages/70x70/134042.jpg&imgrefurl=http://www.tessco.com/products/displayProducts.do?displayType=3&changeDisplay=true&groupId=100&subgroupId=86&isOutlet=false&usg=__9nO0zySyZWNZh3kZw_2TLdWbfD0=&h=70&w=70&sz=5&hl=en&start=2&zoom=1&um=1&itbs=1&tbnid=66mUFjBK_HWygM:&tbnh=68&tbnw=68&prev=/images?q=MCR250+motorola&um=1&hl=en&tbs=isch:1&ei=gwdbTYX_JsfKgQeN-un4DQ
http://www.google.com/imgres?imgurl=http://avalanche.tessco.com/productimages/70x70/134042.jpg&imgrefurl=http://www.tessco.com/products/displayProducts.do?displayType=3&changeDisplay=true&groupId=100&subgroupId=86&isOutlet=false&usg=__9nO0zySyZWNZh3kZw_2TLdWbfD0=&h=70&w=70&sz=5&hl=en&start=2&zoom=1&um=1&itbs=1&tbnid=66mUFjBK_HWygM:&tbnh=68&tbnw=68&prev=/images?q=MCR250+motorola&um=1&hl=en&tbs=isch:1&ei=gwdbTYX_JsfKgQeN-un4DQ


Presenter
Presentation Notes
There is also a second supplier for this item.  Clicking on the contractor name will bring up that company’s information.
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Presenter
Presentation Notes
The selected vendor’s will be highlighted with company on top of the page.  

Please note that a diamond symbol indicates when volume discounts are offered.   

Add quantity and click on “add to cart”.  




Presenter
Presentation Notes
Note the price has been reduced. 

Click on the reduce price icon.  



Presenter
Presentation Notes
Ready to submit.  



Presenter
Presentation Notes
Shopping cart is shown.  

NOTE:  Check Quantity and note reduced price. 



Search Option #2.   
Searching by Special Programs  

Presenter
Presentation Notes
Search Option #2.  Searching by Categories

1.  Click on the Product, Services or Special Program that best fits what item you are searching for.  This demo example will be using a Special Program. 

2. Special Programs focus on specific interests of government purchasing agents such as Strategic Sourcing BPAs, 
Environmental, Disaster Relief, Wildfire, and Homeland Security.  A specialty category provides related 
products and services, links to related websites, and applicable information on laws and regulations. 

3.  To find face shields using the category method, click on “Disaster Relief” under Special Programs.





Presenter
Presentation Notes
To search for helmets and other personal safety equipment you can select the “Personal Safety and Protection”.
 If you have other items of interest, you should review the categories listed.  One or more could prove very helpful.
To search for facial shields or other personal safety equipment you should select “Personal Safety and Protection”







Presenter
Presentation Notes
Subcategories will appear.  

Click on the appropriate category.  



Presenter
Presentation Notes
Another Way- Search E-Library 

1.  Click on the Product, Services or Special Program that best fits what item you are searching for.  This demo example will be using a Special Program. 

2. Special Programs focus on specific interests of government purchasing agents such as Strategic Sourcing BPAs, 
Environmental, Disaster Relief, Wildfire, and Homeland Security.  A specialty category provides related 
products and services, links to related websites, and applicable information on laws and regulations. 

3.  To demostrate will click on “Security Solutions” under Special Programs.





    

Presenter
Presentation Notes
A page showing all “security solutions”  and applicable multiple award schedules will appear.  

Scroll down through list of multiple award schedules until you find the appropriate schedule.  

[CLICK]

Notice we have located MAS 84- TOTAL SOLUTIONS FOR LAW ENFORCEMENT, SECURITY, FACILITIES MANAGEMENT, FIRE, RESCUE, CLOTHING, MARINE CRAFT, & EMERGENCY/DISASTER RESPONSE

[CLICK]

Under the “Contracts and Quotes” column, Find the correct category and click on the “view” button .  




Presenter
Presentation Notes
E-Library will display a list of all Schedules and Special Item Numbers (SINs) containing the keywords entered.   Here we see the SIN description for Protective Service Occupations.  

You may sort by state or socio-economic indicators 

The “document” icon will give you access to vendor’s contract, terms, conditions, and price list.  

4.  Notice you now have access to GSA E-Buy. E-Buy will use the same process with schedules and categories. 




GSA eBuy - GSA's Online Request for Quote System 
Now Open to S&L Governments 

 Open for use under Disaster Recovery Purchasing and 
Cooperative Purchasing programs only. 

   Prepare and Post RFQ/RFP's for products and services offered  
  through GSA's Multiple Award Schedules program. 

   Ideal for services, complex requirements, and high dollar or  
  volume product procurements. 

   Register from GSA Advantage as a State Government customer. 
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Presenter
Presentation Notes
BIG NEWS!  



Same Password 

Same Password 

Presenter
Presentation Notes
In order to access e-Buy, a buyer must have a valid GSA Advantage!® User ID and Password. 

To register for a User ID and Password, click “Register for a User ID and Password.

Click “ I forgot my User ID and/or Password” if you forgot your User ID and Password.

A new user can view a quick tutorial by clicking the “e-Buy” Training” link.

 To login, the buyer must enter their GSA Advantage!®   User ID and Password and click “Login”.





Search Option #3.   
Advanced Search   

  

Presenter
Presentation Notes
If you have specific criteria's, you can use the “Advanced Search” functionality.




Presenter
Presentation Notes
“Advanced Search” is an extremely powerful tool that will increase the accuracy of your searches by adding limiters that enhance your keywords. You may select as many search limiters as appropriate. 
In this example, I am searching for “Body Armor.”
In the “Search for” section, you can select “All the Words” or “The Exact Phrase” in the drop down.  The difference is that “All the Words” searches for items containing all the keywords you enter, in any order.  “The Exact Phrase” searches for items containing the exact series of keywords in a specific order.  For this example, I chose “The Exact Phrase” to search items where the words “Vest”  in the product description.
The next field allows you to limit searching to a specific type of information.  Specify any product field, mfr. part number, product name, product description, manufacturer, contract number, contractor, or category name. 
[Click]
Clicking on the button “More Terms” in the dark gray box gives you more limiters.





Presenter
Presentation Notes
In this example for a “Vest”, we have added “body armour Vest”. 
2.  We have also added the dollar values for cost.  



 
  SYMBOLS IN 
ADVANTAGE…. 

Presenter
Presentation Notes
Symbols in Advantage- 

1.  A list of all matches and multiple vendors will be appear.  Let’s Quickly review the symbols in Advantage.  



Presenter
Presentation Notes
Click on any symbol.  A Legend with definitions for each symbol is displayed on your screen.  Any “blue” text represents a hyper-link to another website for more information about that particular topic.  




100 

Presenter
Presentation Notes
Make your selection and click on “Buy”.  

Select Quantity and click on “Add to Cart”. 

You have now created  a “Shopping Cart”.  



Presenter
Presentation Notes
You have now have the option to see what is in your cart.  You can Park your cart or continue Shopping.  




Presenter
Presentation Notes
Product Category and Adding an accessory.  

-Select a product category.  



Presenter
Presentation Notes
The browse page will appear. 

1.  Click on the required category. For example, if looking for face shields, click on “Personal safety and Protection and a more defined sub category list will appear. 

1. Click on the sub-category “Face and head Protection”.  



Presenter
Presentation Notes
Further sub-categories will appear. 

Click on Face Shields. 



Shield W96 

Presenter
Presentation Notes
You will be taken to a list of all face shields.  

NOTE:  You can still use a “Refined” search if necessary.  

Rather than scrolling through 876  results, let’s refine our search using a list of terms provided by the system.  These terms are generated based on previous searches done by users and the most frequently used terms are displayed.  GSA Advantage is constantly learning based upon searches done by users.  Let’s type in “Shield W96”.


https://www.gsaadvantage.gov/advantage/catalog/product_detail.do?contractNumber=GS-07F-0039V&itemNumber=C24112911


Presenter
Presentation Notes

Our search results page now displays 18 product matches.  
[Click]
We can filter our search further using the categories to the left of the screen.  

Click on “See all contractors”.  






Presenter
Presentation Notes
A list of all contractors will appear.  

For this example, let’s “click” on Shelby Distributions.  This will narrow the search to 3 products.  



Presenter
Presentation Notes
By clicking on  the specific contractor, “Shelby Distributions”, only the face shields sold by that vendor appear. 

Click on the item.  



 
 
 
 
 

Presenter
Presentation Notes
1.  As you can see it not only shows info for Shelby Distributions, but gives market research and comparison pricing for all 
Vendors selling the same item.  

2.  Next, lets try looking for a different product with options and accessories.  



Presenter
Presentation Notes
Finding Options/Accessories.  

For this example, let’s assume we have done a refined product category search  a KIP 9900 Digital Copier.   

Click on the “Buy/Compare” icon for selected item. 


https://www.gsaadvantage.gov/advantage/catalog/product_detail.do?contractNumber=GS-25F-0088M&itemNumber=SYS9900ACPCS


Presenter
Presentation Notes
Click on “options/accessories” icon. 



Presenter
Presentation Notes
Click on selection choices. 

Click on Update.  

Click on “Add to Cart”.  

Go to your cart and Click on “Check Out” to complete order.  

Viewing the view on the right, you will see the accessories have been added to the cart.  



Presenter
Presentation Notes
The shopping cart contains any item you have selected to purchase.

If you make any quantity changes to the cart, make sure you click on the “Update Cart” button. 

 You may park the cart at any time by clicking on the “Park Cart” button.  The cart can later be retrieved by clicking on the “Parked Carts” link at the top of the page.

Here’s something that is very important:
You will be blown out of the system after 60 minutes of no activity.  So make sure to save your cart if you are multi-tasking or plan to take a break



Section 4: Cart Functionalities 

 Shopping Cart 
 Park, Retrieve and Forwarding Cart 
 Checkout 
 Order Confirmation 



Park1 

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

 To manage your parked carts, click on the “Parked Carts” link in the menu.






         

 

 

 

 

 

 

 

 

Presenter
Presentation Notes
 To retrieve a parked cart, simply click on the cart name highlighted in blue.




Presenter
Presentation Notes
Retrieving a Parked Cart:

 The parked cart you clicked, is now listed to the right.
 You can forward a shopping cart to additional people by clicking on the “Forward Cart” button.
 To add items from the parked cart to your active shopping cart, click on “Add to Cart”.
  PLEASE NOTE:  when you retrieve a cart, pricing is subject to change.

You manage your own carts.  They stay in the system indefinitely until you delete them.






Presenter
Presentation Notes
Here we can see the total for both of the items in our shopping cart.
[Click]
If I decide I need to order a different quantity of an item, I type in the new number and click on Update Cart. 

Let’s go ahead and “Checkout” if we are ready to place this order, or “Continue Shopping” to add other items to our order.  We will look at the Park Cart feature in detail a little later.
[Click]�




Presenter
Presentation Notes
The “Checkout Review” screen displays the Payment Information from your GSA Advantage Profile.  You can click on “Change Payment Information” to select another method of payment.
[Click]
The “Customer Information” is pulled from your Profile as well.  If this information has changed since the last time that you accessed GSA Advantage, you can update your profile by selecting “Change Customer Information.”
[Click]
Your Default Shipping Address from your Profile will automatically be displayed.  Click on “Add/Select New Address” in order to use a different address for this order.
[Click]
Your orders where GSA is the vendor will appear first under GSA Requisitions.

For either purchase orders or requisitions you can flag them as Recovery Purchases by clicking on the Program/Emergency Support drop down box and selecting Recovery Purchase.





Presenter
Presentation Notes
1. Your order will process in our system and the Order Confirmation page will appear.  You can print this out for your files.

2. The purchase order can now be viewed in .pdf (Adobe Acrobat) format, which you can print or save to your computer.  If you do not save or print the PO at this time, you can still retrieve this information at any time from your “Order History.” 




Section 5: Order History & Status 
 
Order History 
Order Status 



Presenter
Presentation Notes
 To view your most recent orders, you can click on the Session Numbers in your “Message Center”  on the GSA Advantage! home page.

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




Presenter
Presentation Notes
 To search for a specific order, type the Purchase Order #, Requisition #, or Session #, then click “Search Orders”.

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

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 “Search Orders”.  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 “Search Orders” after “View all your GSA Advantage! Orders”.






Presenter
Presentation Notes
Click on the “order date” link to check the status or view details of a specific order.




Presenter
Presentation Notes
 Here are the details of the selected Advantage! session.

 Order status is located under the Status column.

 Check to see if the vendor has submitted shipping & tracking information.

 You may enter a cancellation request by checking the box under the Cancel column.  Remember, items with one (1) day delivery cannot be canceled.

 Shipping addresses are located at the bottom of this page.

 A user may also choose to View/Print Purchase Orders by clicking on the “View/Print PO” button.  

 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.

 Are there any questions thus far?




JOHN MARRONE 
347-621-8515 
JOHN.MARRONE@GSA.GOV Jo 
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