Smart Source Step-by-Step Guide
Adding a Punchout Item to a Cart

Procedure

1. From the Smart Source home page, select a supplier’s tile from the Punchout Suppliers
section of the UI.
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Welcome to Drexel Smart Source ¥ Hosted Catalog Suppliers ?
We are pleased to announce the upcoming
launch of Drexel Smart Source, an online
purchasing system designed to provide a
more efficdent ordering process through an
easy to use marketplace.

Scheduled to be released in fall
2014, smart Source will be your one stop
shop for all your procurement needs.
Stay tuned for details on how you can be
prepared for the upcoming changes!
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2. A punchout session is established by Smart Source with the selected supplier and a list of supplier
maintained goods and services is displayed. Note, because punchout catalogs are maintained by
each individual supplier, no two punchout sites operate the same.
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3. Using the supplier provided search tools, locate the items you wish to requisition and add them to
your punchout cart.
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4. After you have added the desired items to your punchout cart, initiate the checkout process.
Note, as a part of this process, If asked to return the items to the eProcurement application select
this option.

5. Your punchout cart is returned to Smart Source and your Smart Source cart is updated
accordingly.
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The item(s) in this group was retrieved from the supplier's website. What does this mean?

You can no longer access this item(s) on the supplier's website. What does this mean?

Line(s): 1
Product Description Unit Price  Quantity Total
et in:  HealthPostures TaskMate Desktop Computer Standing Desk ¢ 610.84 usp 1 610.84 UsD
Part Number 132808 B4
Manufacturer Info  UZ9365 - (HealthPostures)
Commadity Code | Office v

You have successfully added a punchout item to a cart.
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