Using the Quick Search Tool
How to use the quick search tool to order your products to be more efficient with your
time and getting the products you need faster.

Quick Search Tool
Log In
The first thing you will need to do to be able to use the quick search tool is to log into
your account on edmac.com
Step 1: You will enter in your email address in the first box.
Step 2: Enter in your password
Step 3: Once your information is entered in correctly you will click enter.
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Quick Search tool
Once you are logged in you will want to go to the quick search tool. To get to the quick
search tool you can click on the quick search tool text at the top right of the website.
You can also get to the quick search by clicking on the search button on the quick
search tool graphic.
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Product Search
Enter in the information for the products that you want to order.
Step 1: Enter in the product number, or SKU that you would like.
Step 2: Enter in the quantity that you would like of that product.

3

Product Search
After you have added all of the products that you would like to search with the quantity
of those products you will click the search button.
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Search Results
Check over the products that you want to order
Step 1: C
 heck the quantities of all on the products to make sure you are getting
the amount of each product. Remove/or put 0 for anything that you don’t
want, and a whole number for the others that you do want.
Step 2: C
 heck the stock to see if the product is available to order now or if it will
be on backorder.
Step 3: A
 fter you have confirmed all of the products that you want to order and
the quantities, then you add the items to your cart.
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Your Cart
Check over your cart and your products
Step 1: Check over the quantities of your order and make sure they are correct.
Step 2: Leave any comments for the products or order that you need us to know.
Step 3: If you have made any changes to the order you will need to update it to
make sure your changes were saved and also to update the totals.
Step 4: T
 here is a spot if you have a discount code for your order you will want to
enter it in here to see the changes and also to see if it is valid.
Step 5: Y
 ou will want to review your order one more time and if everything looks
good then you can proceed to checkout.
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Checkout Process
Checkout 1
Billing Information
Step 1: T
 he first thing you will do is select your billing address from the drop
down menu. If the correct address isn’t there you can enter a new address.
Step 2: A
 fter you have the correct address selected, you will want to enter in the
customer order reference or purchase order number that goes with the
order.
Step 3: O
 nce you have the billing address, and customer order reference or
purchase order number entered in you will click continue to move on.
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Checkout 2
Shipping Information
Step 1: F or the shipping address you have the option to make it the same address
as the billing address and if that is what you want then you will want to
check this box.
Step 2: If you don’t want to use the billing address then you have the option to
select a different address from the drop-down menu or enter in a new
address.
Step 3: O
 nce both of those fields are correct and the right shipping information is
there, then you will want to click continue.
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Checkout 3
Shipping Method
Step 1: Y
 ou will first want to select which shipping method you would like to use
and then check the circle next to it.
Step 2: A
 fter you have selected the shipping method that you want you can click
continue.
One other thing that you will want to notice is that all of your information that you are
entering in for the checkout process is being updated on the right hand side of the
screen so if you notice that something isn’t right you can go back and change it.
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Checkout 4
Payment Information
Step 1: T
 he next step is for the payment information. You have the choice
between paying on your customer account or using a credit card
payment. You will want to check the circle of the one you want to use.
Step 2: O
 nce you have decided on your payment method you are ready to click
continue.
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Checkout 5
Order Review
Step 1: T
 he first thing you will want to check in your order review is that the
product number and SKU numbers are correct.
Step 2: N
 ext you will see the price and quantity of the individual parts you are
ordering. You will want to make sure that all looks correct.
Step 3: T
 oward the bottom you will see the shipping method that you selected
previously and if you need to change that you can go back and do so.
Step 4: Under the shipping method you will find the grand total for your order.
Step 5: If you want to put any comments with the order then you can put it in the
comments which are off to the left.
Step 6: U
 nder the comments on the left you will find a button that you can click if
you forgot any items in your cart, and you will be able to go back and edit
your cart from there.
Step 7: G
 ive your order one more review and them if everything still looks good
then you are ready to click place order.
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Placing your Order
Order Confirmation and information
Step 1: A
 fter you have placed your order a screen will come up giving you a
confirmation that the order was received.
Step 2: Y
 ou will then find your web order number that you will want to have to
keep track of the order.
Step 3: U
 nder your order number you will find a spot where you can click to print
your order confirmation.
Step 4: If you don’t need this information any more than you are done ordering
your products. If you want to go back to shopping you can also do that by
clicking the continue shopping button.
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