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Ordering GovConnection Products in the PENN Marketplace

The GovConnection punch-out site takes users directly to the customized
GovConnection website.

Once searching is completed and items have been placed in your shopping cart,
all information is then transferred back to the Penn Marketplace. The Penn
Marketplace will complete the requisition by assigning account codes, shipping
information, and creating purchase orders.

To use the GovConnection punch out site, please click on the GovConnection
logo that appears under Product Search tab under the categories of
Office/Technology
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Creating an Order
There are multiple ways a user can search for products.

Browse Category:
Item / Manufacturer part numbers:

Quick Lists:

Browsing the Cataloqg

From the Main page, select a category to browse. The categories can be found
on the main header bar, or by selecting a link located in the Browse Category
box located in the center of the page.

Items can be added by selecting the Add to Cart button located directly next to
the product description.
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Items can be refined by utilizing the Refine Results Below box located on the



left hand side of the category results screen. This will help narrow down your
search results based on characteristics and specifications of the selected
product.

Order by Item Number

You can directly add Manufacturer/ GovConnection item numbers directly into
the Product Search box located on the left hand navigation bar.

Type the item number into the product search field. When finished, select Go and
the item will be added to your cart. You can adjust quantities once the item is
added to your cart.

Quick Lists

There are two types of Quick Lists. A “Company” QuickList is created at the
Group level and is accessible to all users who are members of that specific
group. All users can create “Personal” Quick Lists (only accessible to them).

Steps to Create a Quick List

1. From the shop home page, find the first product to be added to a Quick List
via the search and product browse features on the site. Tip: Search by SKU#
if known.

2. Once the item is found, click the “Add to List” button from the Search Results
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3. On the Create Quick List page, you can either create a Quick List (by entering
a name) or add the items to an existing Quick List via the dropdown menu (if

Create Quicklist

Add item to an existing QuickList Add item to a new QuickList
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Enter Mame Herg|
|

one exists).

4. When the Quick List is created or added to, the Edit Quick List page is
displayed, so you can add additional products by SKU#, modify the

description, etc.

Edit QuickList

Description:

Laserlet 2100 Toner Cartridge C40964

2 items
Quantity Product Itern # | Availability | Price Total
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Rermanufactured Tri-Color

DELETE 1 Inkijet Warehouse HP (C18234% #23 424823 Today $29.65 | $29.65

DELETE ALL

UFDATE QTY

total and price.

When changing quantities, you must click the "Update Qty" button to see the new item

Total: $127.61
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Add by Ttern #:

view | Delete | Quicklist

ADD ITEM

Save as new Quicklist

' personal Company
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5. Save the Quick List when complete by clicking the save
button.

6. The Quick List can now be accessed from the Left
Navigation bar.
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Quick Lists are an easy way to create and access customized product lists. If
the products are listed on the web, they can be added to a Quick List.

Once created, the entire product list can be added to a cart with one click or
individual items from a Quick List can be selected and added to the shopping
cart.



Placing an Order

Once you have created your cart, select “Continue Check Out”.
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You will be directed to the Order Verification page. Once you have verified
product selection and quantities, select Submit Order
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Upon Submission, all shopping cart information will be transferred back to the
Penn Marketplace, and a requisition will be created and a Purchase Order
issued.



Completing your GovConnection Order

When you click the “Checkout” button your order will be brought back into the
Penn Marketplace for completion.

When Back in the Penn Marketplace, you can add items to your shopping cart or
complete the process by clicking on “Return to Ben Buys Shopping Cart” where
your requisition will be created.
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Cart/Requisition Details

*
X Cart Name 2006-05-03 BCAPUTO 0 Add To Favorites x| Go

External Purchases

PmductName m (atalng No. m Qty/ UOM Extended Price Line Ttem History

N carte EPROC_710562409 - 422 PPH42M55 Flat Panel Plasma Display I ) Sl SRR S e
Subtotal 1,499,00 USD
TOTAL 1,439.00 USD
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