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Add an Item to a Cart from a Hosted Catalog
Add an Item to a Cart from a Punch-Out Vendor
Customizing the Cart Name

Add an Item to a Cart from a Hosted Catalog

WISCONSIN'S
PCARD MARKETPLACE

Basic Shopping

1. Fastenal will be used in the following example: Under the home showcase “Hosted Catalog,”
click on the Fastenal logo.
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2. To search a product from a specific hosted catalog, click on the supplier and a search drop
down box will appear.
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Insert item (in our example-pens) you wish to search in the search bar and click on the m

button.
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* The number of products listed may be adjusted by selecting a different value from the results

per page drop down. Product search results may also be sorted by selecting sort criteria from the

Sort by drop down. Product results may be further refined by adjusting Filter Results, keyword,

custom attribute, product flag, suppliers, category, packaging, manufacturer and result type,
found in the left panel next to the search results area.
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Go to: advanced search | favorites | quick order Browse: suppliers | categories | contracts

Results for: Everything : Fastenal + pens

Showing 1 - 20 of 554 results

Add Keywords 7 Results per page 20 E Sort by: Best Match |z| [a] Page |1 E of 28|k ?
/ Retractable Pen Style Scriber w/Replaceable Carbide Tip from Fastenal 25.94 UsD
- Part Number 7059381 EA
lergerimage  Manufacturer Info 985-104 - (MITUTOYO) 1

Filter Results
By Product Flag

add favorite | compare

92.54 usD

Green (13) Retractable Pen Style Scriber w/Replaceable Diamond Tip from Fastenal
5 Part Number 7059382 EA
By s‘fpp"“ Manufacturer Info 935-105 - (MITUTOYC) N
Sh only results -
add favorite | compare
Fastenal (554) larger image
1y SR T ’ General[REG] Pen Style Hardness Tester from Fastenal 5,773.90 UsD
Aerosols (1) > Part Number 3164206 EA
Applicators (1) larger image Manufacturer Info EMHTA0 - (GENERAL TOOLS MFG CO LLC) 1
Ball point pens @) add favorite | compare
Ballpoint pen ink refill (2)
Blow torch (1 . . . .
ow toreh (1) mere = V20500 FirstVoice[REG] CPR Pen w/CPR Faceshield Inside Pen from Fastenal 872 usp
By Packaging UOM Yo larger image Part Number 1038002 EA
EA (532) Manufacturer Info V20500 - (THINK SAFE INC) 1
PK (21) add favorite | compare
SET (1)
- UT-50 Ultratorch[REG] 3-in-1 Pen-Sized Solder Heat & Torch from Fastenal 118.06 usD
By Result Type larger image -
Part Number 0761938 EA
Products (554) Manifartiror nfr I IT-50 - (RAASTER ADDITARIFEY ErTs——

3. Add an item directly to the active cart by entering the desired quantity and selecting the “Add

to Cart” link.

4. The quantity and price in the active cart has now changed to reflect the added product.
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Add an Item to a Cart from a Punchout VVendor

1. Staples will be used in the following example: Under the home showcase “Punchout
Catalogs”, click on the Dell Logo.

Punchout Catalogs R
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Punchout Punchout Punchout Solutions, Inc.

2. Wait while WISBuy connects to Dell and then loads the product display window. Notice that
even though we have accessed Dell, the shopper is still within the WISBuy environment and may
return at any time by clicking the “Cancel Punch-out” button in the upper right hand corner.
—

State of Wisconsin WISBuy Punchout

Buy Online or Call 1-800-274-3355

Shop My Premier ‘E

¢ Order Status

Punchout Demo Logout

Keyword or Service Tag Search

Bl E-Quotes € Help

Standard Configurations

m

3. Once the shopper chooses a product, click on the “Add to Cart” link.

Polycom
CX3000 IP CONFERENCE PHOME F/ MICROSOFT COMMUNICATIO

$765.99

Usually Ships Within 1 business day Price
Manufacturer Part# 2200-15810-025
Dell Part# A5455725
UNSPSC 43191508

» More Details

4. Review the Dell shopping cart and click on “Create Order Requisition” Button.

My Cart
“eucart (]
Summary View | » Detail View \
@ Continue Shopping @ Save as E-quote
CX3000 IP CONFERENCE PHOMNE Fi MICROSOFT I
COMMUNICATIONS SERVER 14 'Y Remove ltem aty Unit Price
CX3000 IP CONFERENCE PHONE F/ MICROSOFT ] SEEEE
COMMUNICATIONS SERVER 14
» Product Details UpEEETEE
Usually Ships: Within 1 business day
Sub-total $765.99
Coupon Entry
Enter coupen number
Q@ Apply Coupon
Note: Coupan savings are only applied to items you have added to your cart
Sub-total $765.99
Tax
et Print Cart @ Continue Shopping © Save as E-quote
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You will then be prompted to complete your shipping options and the trade compliance. Click

“Continue” button when complete.

Shipping Sccure v Norten

Shepping

Missillg Guarantee pen ensian
Image
- PAYMEMNT VERIFY & SUBMIT ORDER REQUISITION

#* Indicates Reguired Fields

e

Shipping & Handling Method
Shipping Option

@ Mext Business Day Delivery
) 2nd Business Day Delivery
) 3-5 Day Delivery

Trade Compliance

) IWILL MOT exportthis order outside the United States.
) I'WILL export this order outside the United States.

The export of any product and software purchased from Dell must be made in accordance with all relevant laws of the United States,
including and without limitation, the U.S. Export Adminiztration Regulations. Thiz may reguire that you cbtain a formal export license or
make certain declaraticns to the United States Government regarding productis) to be exported, their destination or their end-use.

5. Once you click on the continue button it will bring you to “Verify & Submit Order
Requisition.” Review your items and click on “Submit Order Requisition.”

R e

VERIFY & SUBMIT ORDER REQUISITICN  terten
inaing

e —
g NOTE: You can print your order
S Summary by clicking on this link.
trr ey [P
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After you click on “Submit Order Requisition” you will be brought back to the WISBuy website,
to your shopping cart. Review all your items. Notice you can see your items you selected from
the hosted catalog (Fastenal) and the punch-out catalog (Dell) all at once as you are making one
purchase from numerous suppliers.

MUARAE 3 o | Action tems | Notifications [2] | W 539233UsD | Q
. WISBU WISCONSIN'S
PCARD MARKETPLACE
W Shep  MyCamsand Ordan  Open My et Shepping Can
i o * Continue Shopping Zltem(s) for atotal of 5,392.99 <o
¥4 Shopping Cart for sy ss
Name this cart | 2014-01-10 Billy B 04 W or w

1/13/2014 B3513 AM

Product Description UnitPrice  Quantity Toal

mmadden  CX3000 1P CONFERENCE PHONE F/ MICROSOFT COMMUNICATIONS SERVER 14 §)- 765.99 uso 1 76599 uso T

Product Description Price  Quantity Total [~
s Retractable Pen Style Scriber w/Replaceable Diamond Tip 525405 50 4,627.00 i<
Part Humber 705382 B
| Ma Info 335105 - (MITUTOYS)
Con
rgeimags Lettering Eguipment (Hand Manipuizted) Guides Pens. Seus stc.

2lem(s) for atotal of 5,392.99 <o

[Fracons o ot [ i o |

6. Verify your order and click the “Proceed to Checkout or Assign Cart” button.

Zhemis) fora total of 5, 3028800 |

7. Shoppers that elect to follow through with the purchase of items via punch out will add items
to the shopping cart at the punch out site and then click on the button provided on the vendor site
to create the order. The selected items are returned to an active cart within WISBuy. To make a
change to items on the order created from a punch-out site, the shopper must return to the vendor
site to modify.

**Punchout sites are maintained by the vendors so shoppers must note that the process to check-
out and return to WISBuy will be different for each punch-out site.

Customizing the Cart Name
1. Now that the cart contains items, the shopper may customize the cart name. The cart
name is a required field and the default format will contain the current date, user name,
and cart number. This will be located towards the top right of the screen.
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4 Continue Shopping

ﬁ Shopping Cart o zily eoy

Mame this cart: | 2014-01-06 Billy B 03

*The shopper may change the default cart name to a more meaningful value that may, for
example, reference the vendor name or project name. Pending carts renamed by the shopper
are more easily found in WISBuy.

4 Continue Shopping

% Shopping Cart o eily soy

Mame this cart: |My Desk

When finished, click “Proceed to Checkout” to finish purchasing your order, click on the “Place
Order” button.

‘ ( iﬁ-/ WIS BUY ;‘c’:ﬁggﬁgimm&

™ view My Cart @ Shipping Billing Notes Order Review

MAMEX ¥ W | Action Items | Notifications [4] W 5,392‘99us

— & 00
Looks good!
You can review your order details below and, when you are ready, use the Assign Cart or Place Order button to Order Summary
complete your purchase.
Subtotal 5,392.99

Order Review
5,392.99 USD
+ Shipping
A Cart

« @ Billing SN | Flace Grcer |
+ Notes

- Lines

Dell

CX3000 [P CONFERENCE PHONE F/ MICROSOFT COMMUNICATIONS SERVER 14 9 765.99 USD

Unit Price
Quantity

Fastenal

Retractable Pen Style Scriber w/Replaceable Diamond Tip 4,627.00 USD
Unit Price 92.54
Quantity EA
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Order Confirmation

, Congratulations! You have successfully submitted your order. To view or print a copy, click Quick
View % or view its status on the Approvals Tab.

Here is a summary of your order. You can also find this order at any time via the order history link in the main
navigation bar at the top of the page.

Shopping Cart name My Desk
Order date 1/13/2014
Order total 5,392.99 USD
Number of line items 2

What would you like to do next? Here are links to some common actions.

« Search for another item
* Return to your home page
« Create new draft cart

This concludes the lesson on Basic Shopping in WISBuy. For further assistance, please contact
WisBuy@Wisconsin.gov or visit the website.
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