Navigational Instructions - Office Inc. Punchout Catalog

After clicking Buy from Supplier for the Office Inc. Catalog you should see the

Office Inc. Order Center. From this page you can browse products, get
information on products, search products, and quick order products.
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For this example we will click Furniture to view the product categories under this
selection.



Navigational Instructions - Office Inc. Punchout Catalog

You should now see Office Inc.'s furniture product categories .
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For this example let's click Chairs/Office Seating & Accessories.
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You should now see the different product items available for purchase.
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For this example let's click Executive Management Chairs.
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You should now see the page below which lists the product items.
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Scroll through the page to see all the selections. Make note that you are only on
page 1 of 10. Select the quantity of the item you desire and click ADD TO
CART. For this example we will purchase 3 of the 'Air Support High Back Chair,
24-3/4"Wx28"Dx41-1/2"H, Gray' chairs.
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You should remain on the same page. Notice in the upper right hand corner your
Shopping Cart has been updated with the 3 items selected.
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You can continue shopping via this page if you wish or you can browse the
catalog again. For this example let's place an order. Click ORDER underneath
the Shopping Cart in the upper right corner.
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You should now be returned to the eVA - 'View Line Items' page where you can
check your line items for accuracy and continue with your requisition.
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