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Ordering Guide for Punchout 

The Fastenal Punchout Catalog is accessible through your specific e-procurement Software
· Fastenal has customized the products available to you on Punchout as part of the agreement based on your procurement department’s strategic sourcing efforts. 
· There are multiple ways to find and order product. Click the Find Products link under Menu Options on the left side of the screen. You can search for products by clicking through the categories, or by entering part numbers into the Search bar.

· When searching with the Search bar, you can enter information in the following forms:

· Fastenal Part Number.

· Competitor part numbers – if, for instance, you know Grainger’s part numbers but not Fastenal’s, you can enter the Grainger number to get the Fastenal part. To do this search use the “drop down” menu and choose “searchXref”
· Basic part description – keywords such as “screw” or “nut,” or dimensions: ½-16 x 4 will give you results for screws of that size.

· Click the Add to Cart link next to the parts you want to add.

· When you’re ready to place your order, click the Check Out button under Cart Summary on the left side of the screen, or on the Shopping Cart screen.

· The Order Confirmation screen gives you a final chance to review the parts in the Shopping Cart for this session only. When you’re ready to order, click Complete Checkout at the bottom of the screen. You have not yet committed to ordering these particular parts.
· After you Complete Checkout,  your order will be routed back through your e-procurement system where processes and approvals may be in place. Once approved Your Local Fastenal Store will receive the order in a matter of minutes to process for delivery, shipment, or will-call.
· You can also manage “Quote to Order” (electronic vendor managed inventory) quotes sent by your local Fastenal store.  Contact your local Fastenal Store to have this feature activated.
· After scanning your bins or taking a request over the phone or fax, a Quote can be posted to avoid double entry into your system.  To pick up the Quote, which is what we are now calling an eVMI, initiate a punchout session with Fastenal through your normal means.  
· Follow these Directions:
· Click the “eVMI Requests” link under Menu Options on the left side of the screen.

· On the Vendor Managed Inventory screen, you can view all the Purchase Confirmations left in the system from the last thirty days, and which branches sent the confirmations.

· Click on any of the Quote Numbers to view the details of that Quote.

· Place a check in the Select column box next to each Quote you want to order. Click Add Selected to Cart. You can also add Quotes to your cart from the Quote Detail screen.

· To view the parts in your cart, click the Shopping Cart link under Menu Options on the left side of the screen.

· In the Shopping Cart you can edit the quantities, delete items, add items before submitting your requisition.
More Information on Fastenal Company can be found on www.fastenal.com

