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Ordering Parmetech Products in the PENN Marketplace 
 
The  punch-out site takes users directly to the customized Parmetech 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 Parmetech punch-out site, please click on the Parmetech logo that appears under Product Search tab 

under the categories of Office/Technology. 
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Introduction | back to top 

Thank you for choosing Parmetech.  Parmetech is very excited to participate in your eProcurement initiative.  By 

requesting Parmetech as a supplier, your not only receiving the latest in office technology, environmental friendly 

products and services, you’re also working with a vendor that has been partnering with the University of Pennsylvania 

since 1991.   

 

The following pages will represent a walk through guide of the custom Parmetech catalog that is offered.  All products 

and pricing are based on your contract with Parmetech and are available to all buyers who are eligible to procure from 

your contract.   

 

This walk through guide will preview the basic functionality of the ‘punch-out’i catalog provided by Parmetech.  The 

shopper will experience all of the richness of Parmetech’s office technology solutions, environmentally friendly products 

and services catalog within an easy to navigate shopping environment.  The shopper is afforded the ability to SEARCH 

for specific Parmetech items.  The shopper can easily navigate the product offering catalogs by clicking on drop down 

menu for their Parmetech catalogs on the left menu.  Items such as printers and toner cartridges are presented on the 

PRODUCT CATALOGS drop down menu.  From here the shopper can view most anything the catalog has to offer.  If 

the user doesn’t see the series of product they simply select the LINK that represents the particular category they are 

shopping for in the Parmetech Punch-out. The shopper can browse a product category to get to the desired products.  

There is a MY FAVORITES link that shoppers can use to save product bookmarks for review at a later time.  When the 

shopping experience is complete the shopper can check out via their CHECKOUT LINK on the bottom left side of the 

screen, a preview of the order will be displayed for review prior to sending the order back to their procurement 

application.   

 

That’s All!  Parmetech provides a shopping experience that offers a quick and easy way to process orders.  We hope you 

enjoy using your Parmetech catalog and thank you for letting Parmetech be your Green office technology provider!

                                                 

i Punch-out is a term that represents a catalog that is integrated your procurement application.  When a user chooses 

Parmetech they are taken from the procurement application to the Parmetech catalog.  When the user ‘checks out’ of the 

Parmetech catalog, they (and their shopping cart) are then sent back to their procurement application. 
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Home Page | back to top 

The Home Page represents the first page the shopper lands on.  From here, the shopper can browse all product 

categories. If a product category contains more products, click on the LINK to display the full product list. Once the 

product link is selected - it will take you to the PRODUCTS PAGE, and from here you will be able to view all products 

within the category. The following items are part of the Global Navigation for all pages on the sites; 

PRODUCTS (returns user to home page), MY FAVORITES (takes user to account level favorites), SEARCH (takes user to 

search page), ASK SALES (displays support email) and HELP provides and online tutorial for shoppers. VIEW CART 

(which takes user to the cart).  

 

Search | back to top 

By clicking using the search tool, which is always available, the tool allows the shopper to search using many criteria: 

 

All  / Description / MFG Name / MFG Part # 

 

Keywords and part numbers provide the user the most efficient means of returning their desired products.  Parmetech 

has added search criterion that are going to be more useful in the catalog such as the recycled image  to identify 

environmentally friendly toner products.  
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Products Page | back to top 

The PRODUCTS PAGE main purpose is to show all the available categories that Parmetech offers the user to shop from.  

• The page displays all the product categories. For instance, Printers, Multi-Function machines and toner.  
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My Favorites | back to top 

The accounts MY FAVORITES page allows users the opportunity to select products they will use on a regular basis for 

ordering those items later.  This list is also saved for all shopping experiences by the user until the product is no longer 

offered. This functionality operates at the user level, meaning visibility will be only open to the user creating the favorites 

list. A user can add an item directly to their cart by selecting the item and clicking ADD TO CART. If a user wishes to 

remove the product from their MY FAVORITES page, they simply select the Remove button to the right of the 

product. 
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View Cart | back to top 

After adding products to the cart the shopper may want to view the cart. By selecting VIEW CART the user can see at 

any time the items they have selected during their shopping session. That means that if the user logs out, they will see 

an empty shopping cart upon returning to the Parmetech catalog. User can elect to Continue Shopping which returns 

them to the Shopping Page, or the user can  Checkout which will send your order back into the Penn Marketplace for 

completion.  
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Completing your Marketplace 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. 

 

 

Conclusion | back to top 

That’s all!  If you have any questions please contact your Parmetech sales rep or your eProcurement Team: 

Thank You! 

 

Tara Klemash 
Penn Senior Account Manger 

800-727-6383 ex 39 
tklemash@parmetech.com   

Joe Losardo 
Customer Service Manger 

800-727-6383 ex 13 
jmlosardo@parmetech.com   

Eileen Humes 
Business Development Manger 

ephumes@parmetech.com   

 


