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As a MarketPlace subscriber, SicommNet will email your company current business opportunities.  The way 
these opportunities are selected is based upon the following information that was entered during the 
registration process: 

1. Your ‘Commodity Profile’, which is a list of the goods and services that your company provides. 
2. Your ‘Agency Associations’, which is a list of the agencies and organizations that you wish to do 

business with. 
3. Your Service Plan selection.  For more information on the different levels of service please visit 

www.sicomm.net and click on the E-Procurement Solution link for ‘Vendors and Suppliers’.  
Scroll to the bottom of the page that loads and click on the button ‘Plans/Pricing’. 

In this tutorial, we will show your how to customize these settings and provide you with tips on how to 
optimize your MarketPlace account. 
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Next click on the 
‘My Commodity 
Profile’ sub-menu. 
To delete a commodity, first 
click in the corresponding 
check box and then click on 
the Delete button. 
nc. All Rights Reserved 
This page shows the commodities 
selected during registration.  To add 
more, click this button.  Details about 
this process are on the next page. 
is on the next page. 
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Note:  SicommNet uses the NIGP catalog listings in order to keep a clear and consistant way for 
agencies to post opportunities.  The first 3 digits represent the Class while the last two digits 
specify the exact Item within that Class. 

After pressing the ‘Add Commodities Wizard’ button, this page should load. 

Adding Commodities 
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You can register for an entire Class by 
selecting Item #00.  There is no need to select 
any more specific Items within that Class since
you will be subscribed to all of the Items.
served 
SicommNet gives you two tools 
to search for and add 
commodities.  Lets start with 
the Drill Down Method. 



Adding Commodities:  Drill Down Method 
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Select the description that 
best fits your business.  If 
nothings seems to match, 
click the back button and use 
the Keyword search method. 

The Drill Down Method uses the 30 most common 
commodity categories to help you locate all of the 
specific codes that apply to your business.  You can 
use this tool as many times as you want if more than 
one category applies to your company. 



Adding Commodities:  Drill Down Method Continued

Click the ‘More Details’ 
radio button for more 
specific Item listings. 
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You now have the option to add 
an entire Class of commodities.  
You can select as many Classes 
as you like.  When finished, 
click the ‘Add Selected 
Commodities’ button.
ved 

Now you have the option to add 
the entire Class or as many Items 
from that Class as you want.  
Remember, if you add an entire 
Class, there is no need to add any 
additional items from that Class. 



Adding Commodities:  Keyword Search 
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Here we have used the Keyword Search Tool 
to look for commodities related to envelopes. 

As you can see, the Search has 
returned results from many 
different Classes.  This tool is 
particularly helpful in finding 
commodity codes from classes 
that you didn’t think would be 
relevant to your business. 

Tip:  You can search through an entire 
Class by entering it into the Keyword 
Search.  For example, enter 310 to see all 
of the specific Items for the class ‘310-
Envelopes, Plain or Printed’. 
Once you have selected all of the commodity codes that 
apply to your business, click the button at the bottom of 
this page.  You will be taken back to the ‘My Commodity 
Profile’ page and your new additions should be listed.



 

Managing Agency Associations 
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This will bring up a list of all of the agencies you are 
registered to receive opportunities from. 

Next select ‘Manage 
Agencies/Associations
’ from the sub-menu. 

Lets start by clicking on the 
‘Partners Manager’ tab. 
To delete an agency, click
the radio button under the 
‘Del’ column of the 
corresponding agency.
Note:  Not all agencies are available for all service plans.  For more 
details on how you can receive notifications from all of SicommNet’s 
contracted agencies as well as our extended opportunity service please 
visit www.sicomm.net and click on the E-Procurement Solution link 
for ‘Vendors and Suppliers’.  Scroll to the bottom of the page that loads
and click on the button ‘Plans/Pricing’.
lick here to learn more about 
icommNet’s extended 
pportunity notification system. 
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ight miss important business opportunity notifications.  

nformation about updating your company profile, please 
 tutorial #3, Working with your MarketPlace Profiles. 
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