
Navigational Instructions – The Supply Room Company
Punchout Catalog

After clicking Buy from Supplier for the Supply Room Companies Punchout
Catalog you should see the Supply Room Companies eVA users welcome page.

From this page you can contact customer service, make purchases and view
special product offers.  From the Order Center on the left hand menu bar you can
also do a Quick Order if you know the item number.  For this example let’s
Browse the Catalog.  Under Order Center on the left hand menu bar click
Browse Catalog.
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You should now see the item categories page.

For this example let’s purchase an item from the VA STATE ESSENTIAL ITEMS
category.  Click VA STATE ESSENTIAL ITEMS.
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The VA STATE ESSENTIAL ITEMS page is displayed.

If you notice at the top of the page you are viewing 1 of 11 pages within this
category.  For this example let’s purchase item #AVE05160 – Laser Labels.  Set
your quantity and Click Add to Cart to continue.
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You should remain on the same page.

You can continue shopping, but notice on the top right hand menu bar under
SHOPPING CART that your items have been updated to 20 and your subtotal
has changed to $468.00.  For this example we are finished shopping, let’s
checkout.  Click Order on the top right hand menu bar under SHOPPING CART.
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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.


