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Creating a Shopping Cart from a Punch-Out Catalog 

 

Use this procedure when you want to create a Shopping Cart from a punch-out (suppliers) 

catalog. 

1. Log into SRM via the web address www.myworkplace.state.pa.us 

2. Select the SRM tab 

 

3. Select Requisitioner from the left navigation pane 

4. Select Create Shopping Cart from the Services workset 

 

  

http://www.myworkplace.state.pa.us/
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5. Select the Punch-Out catalog that you plan to shop from   

a. In this example we will be shopping from the Grainger catalog 

6. Select the MRO – Grainger Gen Electric link 

 

7. This will open the State of PA, Supplier Punch-Out website so that you can begin 

shopping 

8. On most sites, you can search for the desired product by Keyword, category, or part 

number (if you know it) 
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9. In this example, we will select Lighting from the Product Categories listing 

 

10. From those results, we will select Lamps & Bulbs 

 

11. From the Lamps & Bulbs results, we will select the type of bulb 

a. In this example, we will select Linear Fluorescent Lamps 

 



Rev.  4/14/14 
 

4 
 

12. Now that we have selected the type of bulb, we have to select the exact bulb 

a. Place a check in the box next to the item you want to purchase 

b. Enter the quantity that you want to buy 

c. Select the ADD TO ORDER button (Some sites might call it Add to Cart) 
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13. A screen display showing the item has been ordered 

14. To continue shopping, select the CONTINUE SHOPPING link 

15. To complete the order, select the CONTINUE TO REQUISITION FORM button 

 

16. A screen should display asking you to confirm the order 

a. Note:  These screens may vary depending on the supplier site 

b. To remove the item, select the Remove action icon 

c. To update you quantities, change the quantity then select the UPDATE button 

d. To continue shopping, select the CONTINUE SHOPPING button 

e. To complete the order, select the CONTINUE button 
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17. A confirmation message will display letting you know that your items are about to 

transfer back to SRM and your items will not ship until your Shopping Cart has been fully 

approved. 

a. To complete this portion you must select the SUBMIT REQUISITION button 

 

18. The item(s) will transfer into the SRM Shopping Cart 

a. Select the DETAILS button to enter any additional information 
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19. Select Step 3 of the Wizard to Name the Shopping Cart and complete the Shopping Cart 

process 

 

 

 


