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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. Loginto SRM via the web address www.myworkplace.state.pa.us
2. Select the SRM tab
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3. Select Requisitioner from the left navigation pane
4. Select Create Shopping Cart from the Services workset
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5. Select the Punch-Out catalog that you plan to shop from
a. Inthis example we will be shopping from the Grainger catalog
6. Select the MRO — Grainger Gen Electric link

Shop in 3 steps: Step 1 (Select Goods/Service)

| |1 Previous || Mext b| | | ll;rcer| | | C|D5L‘.|
I 1 2 -
Select GoodsiService Shopping Cart (empty) ie
Find | | [Go]
Browse: Old Shopping Carts and Templates CIWEBSITE - WIEW ONLY COPA INTERNAL ECATAL QG DGS - 1500
Internal Goods/Services MRO - ARBILL - SAFETY MRO - Grainger, Gen Electric

MRO - Schaedler - Electrical and Sylvania MRO - Wesco - Philips
Material'Service Contract CatalogiMSCC} UnigueSource Products & Services
VWR LAB SUPPLES

Free Text: Describe what vou need If you cannot find it above

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)

GRAmGER Hello, State of PA | Chat Unavailable | Help

IRY ]| | ro e ones wwo Ger ir oone | Find a Branch | 8 Requisition Form: (0) items

PRODUCTS  RESOURCES  SITE FEATURES Custom Catalog Products ' Search]

Product Categories B PS5t —|
o Take Full Advantage of your
s Hotig MRO Contract with Grainger Type ttin
» Plumbin Qty. Grainger ftem
g Facilities MRO Contract #4400010894 (NEWAWARD) ftem #
» Power Tools Contact Information « Hand & Power Tools, Plumbing, Material Handling, HVAC,
» Safety Lilly Mangan Air Filters, Motors, & More ftem #
Commodity Specialist « Dedicated Customer Service
(717) 346-3846 « Inventory Management ftem #
Lmangan@ststs pa.us « Free Standard Shipping
Grainger Contact Information « One-stop purchasing tem #
PA Government Team + Solutions to key business issues — Sustainability, Public Safety,
Phone: (866) 297-5096 eCommerce, Inventory Management ftem #
pa_govteam@grainger.com « Access to over 950,000 products to support your agency :
Bulk Requisition Pad




Rev. 4/14/14

9. In this example, we will select Lighting from the Product Categories listing

Product Categories = |

+ Electrical

+ Lighting

+ Plumbing

+ Power Tools
» Safety

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

Home / Lighting

Search within these results

@ Lighting Products

No matter what industry you're in, the right lighting is vital to the success of your business. Grainger has a huge variety of lighting products that
are both durable and energy efficient to help you keep your lighting costs down. From LED lighting and lighting controls to emergency lighting
Ballasts (617) and more, Grainger has you covered.

Emergency Lighting (371)
Flashlights (784)

Hand and Portable Lamps (158)
Hazardous Location Fixtures (402)
Indoor Fixtures (695)

Indoor HID Fixtures (229)
Indoor LED Light Fixtures (155)
Job Site Lighting (86)

Lamps (3321)

View All Categories v

Refine By

Brand

5.11 TACTICAL (6)
ACUITY ACCULAMP (25)

11. From the Lamps & Bulbs results, we will select the type of bulb
a. Inthis example, we will select Linear Fluorescent Lamps

Lamps Categories

S §

— _— [,
;: %
% ¢
Circular Fluorescent Compact Fluorescent Halogen Lamps and Incandescent Lamps
Lamps Lamps (CFL) HID Lamps and Bulbs Bulbs and Bulbs LED Lamps and Bulbs
-~ M L
15
Linear Fluorescent Miniature Lamps and U-Shaped Fluorescent
Lamps Bulbs Lamps
==
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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)

o Home ! Lighting / Lamps B / Linear Fluorescent Lamps B
Search within these results

464 Products Found View 40perpage ~ <Prev 1 2 3 4 5. 12 Next=
Refine By
Lamp Shape A sorthy Top Sellers - Change Display: E List | 5 erig
. e Compliance Brand & Catalog S Ship .
] 110 0] ms to Compare] Grainger ltem # and Description & Not Model # Page # Awailability Quantity Price
[ 112 (143) Fluorescent Linear C GE LIGHTING 633 Typicallyin 36 $1.85
] T5 (125 = Lamp,T8,Cool 4100K Fa2T8ISP41/ECD Stock [Z)
(125) ltem # 4PL16
] T6 (5 - Linear Fluorescent Lamp,Lamp Check
© O Shape T8,Diameter 1 In.Length 48 Availability
1 T8 (184) In..Base Type Medium Bi-Pin
(313),5tart Type Instant,Lamp
Base Type ~ Designation F32T8/SP41/ECO
See All: Linear Fluorescent Lamps
[C] 4-Pin (G10q) (4)
[C] Medium Bi-Pin (G13) (216) I More Info Addto SharedList  Quantity 1
[T Miniature Bi-Pin (G5) (119)
Fluorescent Linear GE LIGHTING 633 Typically in 36 $1.85
E;;ﬁg;fed Double Contact s Lamp, T8, Neutral,3500K F32TBISP3SIECO Stock [
ltemn # 4PL15 @
Single Pin (Fag) (57 Linear Fluorescent Lamp,Lamp Check
g (Fag) (57)
Shape T8,Diameter 1In. Length 48 Availability
Length In..Base Type Medium Bi-Pin
(313),5tart Type Instant,Lamp
Designation F32T8/SP35/ECO
[Tz m :
See All: Linear Fluorescent Lamps
[ 137
[T 147 (1)
15 3 [*] More Info Addto Shared List Quantity 12
[T 1e (20 Fluorescent Linear GE LIGHTING 633 Typicallyin 36 $3.08
- X a— Lamp,T&,Cool 4100K F28T8MXLISPX41/ECO Stock 21
E_‘ 23 l ltem # 2ETU3
View More v Linear Fluorescent Lamp,Lamp Check
Shape T8,Diameter 1 In. Length 48 Availability
In.Base Type Medium Bi-Pin
Watts & (G13),Start Type Instant,Lamp
Designation F28TEXLISPX*ECD
1 100 @ See All: Linear Fluorescent Lamps
11
11011 =] Wore Info Addto SharedList  Quantity 1

=
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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

& 1 item added to Order Form

L]

Fluorescent Linear Lamp,
T8, Neutral, 3500K

Grainger Item #: 4PL15
Your Price (ea.): 51.85
Qty: 12
Extended Price: 52220

Continue Shopping Continue to Requsition Form

16. A screen should display asking you to confirm the order
a. Note: These screens may vary depending on the supplier site
To remove the item, select the Remove action icon

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

b
C.
d. To continue shopping, select the CONTINUE SHOPPING button
e. To complete the order, select the CONTINUE button

[ Continue Shopping ]I[ Clear Requisition ]

Item # Qty. Description l‘.'lfr?;‘-.'algccllel # (s]:;p Availability ] ;I,UILCJ;
~
Fluorescent Linear Lamp, T&, Neutral, 3500K
=More Details... GE LIGHTING Typl .
% ypically in Stock
O Country of Origin: Canada Fa2TBISPISECO 0 ) ¥1.85
-~
4PL15 cCo®

once Grainger receives the final approved order based on product availability at that time.

|z

Extended Remove
Price

$66.60

If you changed guantities, click tu-

Product availability is reak-time and adjusted continuously. This product will be reserved for you when you complete your order. If your organization reguires order approval, the product will be reserved

Subtotal:$66.60
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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

Requisition Confirmation

Thank you for visiting Graingers Online Catalog.

You are about to transfer items to your internal procurement system.
These items will not be shipped until approval is received from your procurement system provider.

For customer service, please contact Customer Care at 1-877-202-2592 or email us at eprocustomercare@adrainger.com.

To complete this portion of the process, click Submit Requisition.

Edit Requisition Submit Requisition

18. The item(s) will transfer into the SRM Shopping Cart
a. Select the DETAILS button to enter any additional information

Shop in 3 steps: Step 2 (Shopping Cart (1 item))

—1 2 35—+
Select Goods/Service Shopping Cart (1 item) Complete and Order

Items in Shopping Cart

T | Line Number | ttem Type Product ID | Description Product Category | Product Category Description | Quantity | Unit | MNet Price / Limit | Currency
= 1 Material Linear Fluorescent Lamp, Lamp Shape T8, 39101605 FLUORESCENT LAMPS 36.000 EA 1.85 USD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
Undefined tem Type 78121603 FREIGHT FEE 1.000 0.00 UsD
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19. Select Step 3 of the Wizard to Name the Shopping Cart and complete the Shopping Cart
process

Shop in 3 steps: Step 3 (Complete and Order)
| [« Previous || next » | [|[ Order ||| [ Close |[ Save |[ Check |

I» 1 2 3 -
Select Goods/Service Shopping Cart (1 item) Complete and Order

Mame of shopping cart: |PO0445280 04142014 1023 I

Mumber: 11623812
Team Shopping Cart: || Make available to my purchasing substitutes

Approval Process: Display / Edit Agents
Mote to Approwver




