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Instructions




The Grainger punch-out site takes users directly to the Grainger business to business 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 Grainger punch out site, please click on the Grainger logo that appears under Product
Search tab under the categories of Facilities.
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eProcurement is quick and easy with Grainger.

Use this handy guide to walk you step-by-step through our convenient site features. Then keep it near your

computer for reference.

Home Page
Start here as your entry to the Grainger Web site.

Navigation Bar

You will find this navigation bar on every
page of this site. See below for
descriptions on these helpful fields.

1 & Branch | Requisition Ferm | Compare Bems | Help

Search Products — (Enter Search o
Terms)

Search for products by keyword(s),

Do Ctalog
g agdion Form

Parmaoral Lisis
Grainger ltem #, Manufacturer/Brand,
Manufacturer Model #, National Stock
Number (NSN) or Cross Reference # by
clicking on the appropriate choice and
entering the information in the box. —
P RESOURCES

Search Products — (Browse Catalog)
Click on any Category, Product Index, or
Manufactuer/Brand, to browse the more
than 155,000 products in our catalog
online. You can keep refining your
search until you find what you’re looking
for.

Quick Item Entry
Use this Quick ltem Entry Pad to add
products to a requisition directly from the
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home page. For larger requisitions use
our Bulk Requisition Pad.

Site Features

Find useful information, news, and helpful tips to help you get the job done.




Features of the Navigation Bar
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: 4’ ¥ Catalog No. 396 (PDF)

Home Find a Branch

Click here from anyWhere on the site to return to the site Search by Z|p code, area code, state or branch # to find your

home page. local branch. You can also find maps and other information.

Resources Requisition Form

Click here for important resources like: Your Requisition Form is a descriptive breakdown of the items

m Material Safety Data Sheets (MSDS): Find and printout  you are adding. You can easily add, alter or remove items from

details on hazardous materials found in products we sell. your Requisition Form.

m Certification information: Helpful list of links to

independent agencies that test and standardize products Compare Items

for your safety. Compare multiple products side by side on one screen with our

= More great tips and online safety resources. Product Comparison Tool. Product specifications are arranged in
an easy-to-read chart for fast selection.

Contact Us

Here you'll find a lot of helpful information, like how to Help

contact our Customer Care department by phone or e-mail. ~ Get answers about searching, requisitions or Grainger in
general. You'll find phone numbers, email addresses and privacy
policies.

o Fast, efficient and simple to use
o View your pricing
e Create a requisition quickly using Personal Lists

» Home Page




Requisition Form
Your Requisition Form shows you a list of items you are ordering. You'll find all pricing, general availability and quantity
information on this convenient form.

(¢ 24 * S Home | Resources | Contact Us | Find A Branch | Reauisition Form | Compare tems | Help
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a0 r Catalog No, 396 (PDF
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ACTNE = mam
Requisition Form
ey QUICK ITEM ENTRY  se——
Recuistion Form -
by Grainger item m
e item &
Bulk Requisition Pad

| —
[} Motes and Restrictions Click item # to display item details

Manufacturer  Ship Usualy H Extended
Model # aty. Ships** Price

ROBERTSHAY 1 Today £79.15 7915
700502

Description Remowve

4E127 [ Walve Combination

Ifyou changed any quantities or information, please click here to ltem Total:  $79.15
Select items, then add to a Personal List. [

Personal Lists
Select list v :]n
= OF = i

“new list name=

[ A to Personal Lizt |

Mote: ltems with Motes and Restrictions are marked with [

Add Items to a Requisition
Add items easily from your Quick ltem Entry box, Bulk Requisition Pad, Search Results, Personal Lists or an ltem
Details page. Simply click the “Add to Requisition” button.

Notes and Restrictions Link
Look for the icon in the Notes column of your Requisition Form. 1t provides additional information on the product. Click
the “Notes” button for alternate products and optional /required accessories, if modification and service is available,
and more.

Submit Your Requisition
To submit your Requisition, first verify everything on your Requisition Form and then click the “Continue” button. This
brings up a Requisition Confirmation page.




GRANGER“ mm Contact Us | Find A Branch | Requisition Form | Compare Rems m
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Requisition Confirmation

Thank you for visiting Grainger's Online Catalog,

ACTIVE

Demo Catalog
Requisftion Form

- You are about to transfer items to vour infernal procurement system,
These iterns will not be shipped until approval is received fram your procurerment system provider,

Far custormer senvice, please contact Customer Care at 1-877-202-2592 or email us at
eprocustomarcareg@notes grainger.com

To complete this portion of the process, click Submit Requisition
G iaiin] -y YT

)] Edit/ Submit Requisition
When you click the “Continue” button from the Requisition form, the Requisition Confirmation page will be displayed. If
you're ready to submit, just click “Submit Requisition.” Or, if you want to make changes to your order, simply click “Edit
Requisition.”

Get detailed information from the Notes and Restrictions link
Submit your requisition quickly

» Building a Requisition




Bulk Requisition Pad
Use this pad to quickly add products to your Requisition Form. Simply insert your Grainger ltem #s, the quantities you want,
and then click “Add to a Requisition”. You may also add these items to a Personal List if you choose.

m* m Resources | Contact Us | Find A Branch | Requisition Form | Compare fems | Help

I o e ores mocermoow: MY
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/! v Catalog No. 396 (PDF)
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— Bulk Requisition Pad
Demo Catalog q
Requisfion Form Quickly add iterns to your Regquisition Form by entering Grainger item numbers and quantities.
e comaras [ 2
Oy Grainger tem ity Grainger Rem 1. Copy the Quaniities and Grainger fam #s from
| tem # | ltam & your file. Learn maore @
1T ] [ 1 [ 2, Paste the data into the bues=rour entry must have
| Mtem# | . | ftem # anly ane item per line with the following format:
|[tem# | _ | [tem # Quantity [TAB or COMMA] lem #
. Y i . . E |
| [tem# | | tem# gl sl
1 1 r 17 25014123
|[tem# | _ | [tem # T
teme | | |ltem#
tem# | |ltems#
tem# | | |ltem#
tem# | | |lem#
| tem # L em#

E Shorwye more entry fields..

[ i Addto Requisition

Saving these items to a Personal List will make your next visit faster 2]
' Select List v | |New List Name Ad to Personal List

NOTE: If you don® know the kem #=2, search or browse for the desired item, then create a Personal List from the Search
Results page_ Wou may also create a nevw Personal List from tems in your Requisition Form.

Copy & Paste

Copy & Paste the quantities and Grainger Item #s from your file. Choose Copy from your program's Edit menu. You
can copy and paste up to 60 items. Enter one item per line, separate the Quantity and ltem # by Tab or Comma.
Show More Entry Fields

For large purchases that require more fields. Click “Show more entry fields” and additional fields will be displayed.
You can requisition up to 120 items with this option!




(o Learn More Copy & Paste Help |

To learn more about the Copy &
Paste feature click “Learn More”
for help. This page will show you
how to copy from a spreadsheet

1. Select the Quantities and Grainger kem £s from your file. Choose Copy from
wour program's Edit menu. You can copy and paste up to 60 items.

or a document. Copying from a Spreadsheet Copying from a Word Document
NOTE: A [TAB] is automatically > ov _EEITIOIM | pEE@eeer .,
inserted between the Quantity 2 250 14053
and Item # when copying and 3
pasting from a spreadsheet or 4
table. :", Qry_Grainger Item #

A 303477

9 25014123

10

11

2. Click inthe Copy & Paste input box. Choose Paste from your browser's Edit
menu. The data should list anly one iterm per line using the following format;

Cluantity [TAB] kem COuantity [COMBMA] Kem &
Examples: - Examples: -
a0 aVarT 30.3v47T
250 1A123 250148123

=1 Add to Requisition

i Add to Requisition

MOTE: & [TAB] iz automatically
inzerted betvween the GQuartity and
ftem & when copying and pasting
fram a spreadzhest or table.

X close window

e Handle large item orders fast and easy with the Bulk Requisition Pad
e You can copy and paste up to 60 items

» Bulk Requisition Pad




Personal Lists
Your Personal Lists are records of the products you requisition frequently. Add items to a requisition easily, with a just a
few clicks.

m. m Resources | Comtact Us | Find A Branch | Requisition Form | Compare tems | Help
(T[] ror ree ames woao ar v owe |

ACTIVE

Personal Lists

Demo Catalog
Requizion Form

= Personal Lists help you keep track of your cormmaonly purchased items, You may create a new Personal List

Personal Lists frorm iterns in your Requisition Form, Search Results and tem Details or by clicking the button below.
A Create New Personal List E
Manage the following Personal Lists: Page; 1 2 ViewAll

Sort Table By: List Name ¥

Rename Date Date . "
List Created By Created Modified Click on an Option Below
12123 Flashing Demo C 02162005 0216/2005 (EERTTITLTTTEIED (Quiew s Modity)
Light Rename  Detno Catalog M i @n
ABC Corp. List1  Rename Demo Catalog 08/22/2003  08/06/2004 oLl &

How to Get Here
Your Personal Lists are records of the products you requisition frequently. Add items to a requisition easily, with a
just a few clicks.

Creating a List
To create a Personal List, select the items you would like, and click Add to Personal List. Then type a name for
your list and click Go. This will bring up your new Personal List.

Managing Your List
You can add or delete entries, sort lists, combine lists, create new titles — whatever you like. Creating separate
lists for categories like “Tools” or “Maintenance” makes ordering easier than ever.




View a Specific Personal List

GRA]NGER [ Home | Resources | Contact Us | Find A Branch | Requisition Form | Compare tems | Help

> camense i) o — I
Personal Lists

ACTIVE

Demo Catalog

=l 1 | = Wi
Requisition Form Fersonal Lists = View 3 Personal List

YWiew Another Personal List +

ABC Cﬂrp.LiEt‘l Learn more aboul this page il
Page: 1
Qty. tem # Shaw more entry fields (el Addto Requisition
Select All ltom(s) , | Update ,  [Wpyates & Restriclions Sort Table By: | hem # v
_— Manufacturer Ship Usually B  Your Extended
Uescription Model# Qty. Ships**  Price Price
Safco Double Desk Top Organizer, 47 SAFCO il
O ﬁ 12 inches Wide, Gray ! 3524 1 wiindbus. §$141.90 $1,702.80 (&)
4KH45 " da':.-'-:
W, Natural Latex Glove, Size B,
: Unsupported, Thickness 249 Mils, ANSELL : $1.82
O { 1 ® Length 13 Inches, Diamond Embossed 208 1 Todaf 1.b2 @
BAIB Grip, Flacklined, Color Orange, Pair
Carbion Steel Ball Valve, InletOutlet 1
114 Inches, Termperature Rating -60 to IMPORT .
O ‘ 1 |® 450 Degrees Fahrenheit, 1000 PSI BGD41 1 Today  §27.65  $27.65 (@
G0 Hydraulic
Chipping Hammer Chisel, Length 9
O / 1 inches, 0.680 Inch Round Shank, Oval " 100 % 1 Togay 1983 $19.83 ()
BG5S Collar, 2 Inches Wide
Select All ltom(s) Update List Total : $1,752.10
. Remove Selected lemis) |

Copy selected items to another Personal List

[HyJll Adding Your List to a Requisition
Just bring up the list you'd like to create a requisition from, click Select ltems next to the items you wish to add to a
requisition, update the quantity and hit Add to Requisition. Then check out and you’re done.

e Search for the products you want to add to your list
e Click on Add to Personal List from the ltem Details Page
e Now you’re ready to manage your list

» Personal Lists



Search Options

Search products by Keywords,
Grainger Item #, Manufacturer/Brand,
Manufacturer Model #, National Stock
Number (NSN), Cross Reference # or
Supplier Diversity Products.

Now you have a choice to click on the
Categories tab and select the product
category, or click on the Product Index
tab and select from Index Entries just
like in the printed catalog, or select
from a list of all the Manufacturer/Brand
names Grainger carries.

Rirpsrcon | Contact Liw | Find A Beanch | Regesiion Farm

Comparn Beres | Holp

Wildcard Feature

By using an asterisk (*), you may
perform a Wildcard search. For
example, if you were looking for a
model number but didn’t remember the
full number, just type in the first three
characters followed by an asterisk (*).
Our site will search all of the model
numbers that start with those three
characters.
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Refine by Category

You no longer need to sort through
thousands of results to find the right
product. Instead you will refine your
search by the most relevant categories
and make it much easier to find your
product.

More Visuals

You can rely on images to help you
more quickly find your category of
interest without reading long lists.
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“Add To” Buttons

To add items to an Order Form or a
Personal List, enter the quantities you
want under Enter Qty. After that, just
click Add to Order or Add to Personal
List.

Refining Your Results

Improve your results by using different
keywords or selecting search options
from the dropdown menu.

Compare Items

Compare multiple products side by side
on one web page. Select two to eight
items from your Search Results, then
click Compare Items for an easy-to-
read chart listing all the product
attributes.

Item Details Link

This link will give you a detailed
product description, technical
information if available and more. See
the Item Details tab in this guide for
more information.

Product Availability

Your Search Results will show general
availability and approximately when
items will ship. During checkout, this
information is presented in real time.

Keyword(s)

Grainger Iltem #
Manufacturer/Brand
Manufacturer Model #

National Stock Number (NSN)
Cross Reference #
Supplier Diversity Products

ACTIVE

Search Results

Hedfii | Rikeascad | Comncl Us | Fid A Branch

Pigitatesn Farm | Comgars Rera | Hidp

4 Product Malches ”
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(&} Seanch these results |
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Online tab in this guide.




Compare Products
You can compare multiple products side by side on one screen with our Product Comparison Tool. Product
specifications are arranged in an easy-to-read chart for fast selection.

GRAINGER. Compare ltems | Help
[T1 [ ro= e ones wna aer roous - e,
e Product Comparison <Back
Demo Catalog
Requisition Form - - Sort Table By:
= Add another Grainger ltem #: Add to Comparison
€= : ! Default A
Remove
Your Price $50.85 $73E5 $57.55 $206.00 $79.15
Ship Oty. 1 1 1 i 1
o oy EW o4 0 Req JIWAI o to oo JEAl addtoRea
= ((Add to Personal List | [ Add to Personal List ] | Add to Personal List ) [ Add to PersonalList ) [ Add to Personal List )
fem # 4E287 10278 4E124 4E0%5 4E127
Description Valve Matural Gas Walye Natural Gas Wahee Matural Gas Walve Combination Walve Combination
Manufactur &r ROBERTSHAW HOMEY WELL ROBERT=HAW HOMEYWYWELL FROBERTSHAW
Mg Model = 720-400 WRE304MAS07 700-402 V40041095 700-502
Usually Ships El Tauday Today Today Todary Today
Catalog 396 Page 3467 3467 467 3467 3467
Valve Type Combsination Dusl Combination Dusl ;;T;;;Tm Combination Gas gﬁﬁhf:
Coil Volts 24V, 60 Hz 24V, 0 Hz 24V, 60 Hz 120V, 60 Hz 750mY
inlet/ Outlet (in.} 102 % 34 34 % 34 102 34 304 3 30 12 =12
BtuH Capacity 150,000 300,000 240,000 335,000 100 000
Gas Type Mat, Mat, Mat, Mat, Mat,
Side Taps Mo Mo Yes Yes Yes
Inlet Pressure Tap Yes Yes Mo Yes [
LP Conversion Kit Yes Yes Yes {118 Mo




Three Ways to Compare

There are three ways to compare items to ensure you get the perfect product for your needs.

1. Product Comparison

From the Search Results page, select between
two and eight items and click Compare Iltems.
By viewing all of your product options and their
attributes on one page, you can turn your
search results into a powerful product
comparison tool.

2. Compare Alternates

Click on Compare Alternates from an ltem
Details page if you’re looking for similar
products with different features or want to
evaluate specs side by side. This will help you
find exactly what you're looking for.

3. Free-form Compare
If you already know which products you would
like to compare, just click Compare Products
from the home page, enter their Grainger item
Numbers and click Compare Items. You can
compare up to eight items at once.

Homo | Rrssirces | Combect Ll | Find & Bramch | Rbguisiion Farm | Compars Rems

Help

4+ Eaising Mo, J0E (FO)

PCIRNE
Dem Catakog Compare Products  ack
Reuiniion Faorm
Erfar 81 leasd 2 Grainger Hemm Mumbans for 3 sida by sise praducl compassan
T
| |
B Free-form Compare

If you already know which products you would like to compare,
just click Compare Products from the home page, enter their
Grainger item Numbers and click Compare Items. You can
compare up to eight items at once.

Select up to eight items to compare at once

View items side by side for quick comparisons
Compare alternate products to find the best fit
Enter Items #s for even quicker comparison results

» Compare Products




'@ Product Information
The Item Details page
gives you full product
descriptions, including

Calal N 136 (POF
S 2 I

manufacturer information,
pricing and shipping
information, technical
specifications,
required/optional
accessories and more.
Technical Specifications
If an item requires
technical specifications,
you’ll find a technical
specifications box that is a
quick reference for
important specs.

ACTIVE

Dermo Cataleg
Rescpision Fors

Cc Notes & Restrictions
If a product contains B intmsrmarigesee
hazardous materials, it will T e
be noted here. It will also Husk/Cool, Color
be noted if MSDS sheets Wanstastures: HOMEYWELL
or repair parts are o

B 2vailable. g

) Alternate Products oy

Manufacturers often have

multiple products that may
work for the same
application. Those
products are listed here.
Add them to your
requisition or click on the
Grainger Iltem # to see
their ltem Details page.
Compare Alternatives
You can quickly compare
alternate products on one
page to see how they
measure up in price and
specifications. Just click on
Compare Alternates for a
complete listing.

Optional Accessories
Some products have
optional items you may
want to order for specific
applications. This page will
list those products so you
can easily add them to
your requisition.

u!malks 2 Temninal Heat Only Wall Plate Included, Faor &1l

Requlstions for Dispozition After Use

Item Details

Thenmastat,24 V

Wall Mount Thermosta, Voltage Rating 24 Volts, Type Heat
only, Confrol Range 40-30 Degrees Faheenheat, Diameter 3 154
Inches, Height 3 14 Inches, Widih 3 14 Inches, Color Taupe,

= Back

pdiels, Product Comaing Mencury, Refer To Applicable State

Grainger ltern: 2E096 Ship Cay @ 1
Your Price (ea)  $2560 Usually Ships [Z : Today
Manufacturer HOMEYWELL Catalog 396 Page: 3425 03
Ity Miodelg TaFF2E73
Ship Weight (bs)0.3
ry
=
[
#* Compare Allernates e Edectr arical
Thermosist
Typpe Hest onby
HOTES & RESTRICTIONS Pavear Maihod | 34V
MSDS Sheeats Available Color T

TNEF Thiz itern has been esiricted fram sale i (he following Switching. Fan  Hone

slates: CTRI Subbase
Sid Catalog 296 Page T for application andlor saliety Charscteristics 3 Tl bt onby
irforrnation.

. it 1 desrresbr
ALTERMATE Pnunum.'ln — ==
Thernmostan, Electionie einded =z

Electronic Thermostat, 1 Hesting, 1 Cooling, Power Stealing

Your Price (ea) $53.20 Usually Ships (E: Today
Grainger lterm 5LTA5

Oty
-
Add to PersonaaList ) (BT L

[ compe aitormte: | E |

CPTIONAL ACCESSORIES
| Saibbase, Themmostan

Tharmostat Subbaze, Switching Fan Ado On, Use with
Thermostat 2E0EG, 46087, 4E244, Type HealiCool, Calor
Taupe, Remarks For Single Transformer System

‘four Price (ea)y $16.32 Ususlly Ships [ Todsy
Gr:lngcr Harmgt 2E151

@

o e U

Ring.Adapter.Taupe

Adaplier Fing, Lse wih Thermostal 2E006, 4E244, 4E087,
Type Adspter Plate Assembly, Color Taupe, Remarks B
Inchies Diameter Decoratar Cower Plate

Your Price (ea) $9.68 Usually Ships () : Today
Grainger Herét 2E235

Gty

Required Accessories

Some products may need required accessories to work or be installed properly. This page will list these accessories so

you can easily add them to your requisition.

Pricing
Product Availability
Technical Specifications

Accessories/Alternate Products
Hazardous materials notifications

» Item Details




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.

active cart

user info
draftcarts | my favorites

user mgt. catalog mgt.

Create Cart I

Header Information

Add Products | Save Updates | Wgturn to Ben Buys Shopping Cart

legend | 7
General Internal Info
Prepared by Brian Caputo
Cart/Requisition Details
B Garie Memme 2005-10-13 beaputo 01

External Purchases

IAdd To Favorites 'I Go I

Product [TE— Suppller (atalng No. Qty/ UOM Extended Price|Line Ttem History | §
® silicone, Container Size 10.1 Ounces, Style Ganaral Purpose Industial Saalant, Color Clear, Economy, 400 Degrass
Fahrenheit

Grainger, Inc. 4UHO7 272 LEA

Subtotal 3,72 UsD
TOTAL 3.7z UsD

Save Updates |

» Item Details




