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1. Getting Started

This document is designed as a guide to assist you while navigating through the New Airgas Punchout
site. This guide is intended to educate you on new and existing features and functions while providing you
a user friendly shopping experience.

1.1 Logging In

Go to your eProcurment system. You will login the sameway you have done in the past with your User
ID and password that was provided together with you Airgas Punchout User's Documentation.

1.2 Main Navigation Menu

The Main Navigation menu displays a list of available pages:

Switch Account alink to the Switch Accounts Page where the user can have access to multiple
accounts.

Dashboard a snapshot of your latest account information.

My Lists > View All of My Lists a link to your saved shopping list(s)

Orders > Quotes alink to view all of your created quotes.

Maore > Certificate of Analysis alink to a document issued by Quality Assurance that confirms
that a regulated product meets its product specification.

More > MSDS Sheets alink to a library of all gases

Switch Account Dashboard My Lists Orders v Invoices v More v

Air a s Arlba Test, Account 0001187297
g ® Find A Branch Customer Service MSDS Search Express Order Pad & Cart [0)

PRODUCTS Search Products, MSDS, Manufacturers. . jo

1.2.1 Account Dashboard Page
Upon login, you will automatically land on the Account Dashboard Page. The Account Dashboard
feature allows you to manage your account more efficiently and gives you a snapshot of your latest
account information.

You can also click on the account dashboard link in the header navigation to reach this page at
anytime during the checkout process.
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1.2.2 Switch Accounts Page
The Switch Accounts Page is where accounts can be switched for customers whom have access to
multiple accounts. It is a convenient way to navigate another account and continue shopping without
having to log off of the Airgas Punchout Site. You can search for a specific account in the allocated

search box.
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Select the radio button underneath “PREFERRED (DEFAULT)” and click “Save Preferred Account”
to automatically login as any given account each time you visit the site.

Switch Acco{Ai rg as
®

7

Account Search Box

Switch Account Dashboard My Lists v Orders v
Find A Branch
PRODUCTS
You have 27 sccountis) associated with your usemame
SEARCH

ACCOUNT | ocaTions STREET1 STREET2

0001332098 :e:lf:“g The Lecation Name 116 5 MAIN 5T

000187207  Ariva ID 26 128 WHARTON RD

1.2.3 My Lists

My Lists drop down provides a link to your saved shopping list. The purpose is to allow you to shop
even when you are not ready to purchase. It stores what you have entered so you can come back at

a later time to complete your order.

Invaices v

Customer Service

Search Products, MSDS, Manufacturers

CITYa

ENTERPRISE

BRISTOL

More v
Ariba Test | Account 0001187297
MSDS Search Express Order Pad 2 can (0)
0
B4 Ema: & Print
12 4
PREFERRED
STATE~ ZIPa {DEFAULT)
o 36330
Alabama 2532 ) \
. 19007 Select Preferred
Pennsylvania 1822 L

Account

Add List to Cart Click on “ADD TO CART” to add the items in the list to the cart.
Delete List To delete a list click on the “x” that is to the left of the List Name.

Delete List

Switch Account

Airgas.

ome / My Lists

Dashboard My Lists v Orders v

Find A Branch

My Lists

LIST SEARCH

SEARCH

LIST NAME  » DATE CREATED

List 2 - 7/72/15 - NCO
2015-07-02

List - 7/2115 - NCO

X 2015-07-02

Airgasu 2013 Argas, nc, Al Rights Reservad.

Invoices v

| Privacy Policy

Customer Service

»

More v

MSDS Search

Search Products, MSDS, Manufacturers.

ITEMS »

ess Ordler Pad

Arlba Test , Account 0001187297

& Cart (0)

o

& Print

ADD TO CART
ADD TO CART

| Web Site Terms & Conditions | Terms of Sale

Add List to Cart
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1.2.4 Orders

The Orders dropdown contains a link to the Quotes Page

Switch Account Dashboard My Lists v Orders ~ More ~
Quotes
Air as — Ariba Test, Account 0001187287  Log Out
g ® Find A Branch Customer Service Express Order Pad = Cart (0)
PRODUCTS Search Products, MSDS, Manufacturers. 0
Home / MylLists / ListDetail 2, Prim

1.24.1 Quotes Page
The Quotes Page displays all of your created quotes.

Order Number the displayed order number for each quote is a link. Click the
respective order number to view it’s corresponding quote.

Switch Account Dashboard My Lists v Orders v More v

A' Ariba Test, Account 0001187297  Log Out
IrgaS® Find ABranch  Customer Service  Express Order Pad | B Cart (0)

Search Products, MSDS, Manufacturers. 0

Home | Manage Quote e

My Quotes

ACTIVE QUOTES
Order Number ORDER DATE ORDER NUMBER CUSTOMER PO

(||nk to quote) 0210412015 2001794059

012712015

2001792896

©2013 Airgas, Inc, Al Rights Reserved. | Privacy Policy | Web Site Terms & Conditions | Terms of Sale

1.24.2 Individual Quote Page

My Lists Ongers ~ Mare

An Individual Quote Page will display the
" details of any given quote. Such details
include: Sold-to account information, ship-to
e e oo ~ account information, product names, product

guantities, quote total, quote, number, quote
date, etc.

=]

ITEMS IN QUOTE(2) Total: $147.60
SELECT ALL PRODUCT DESCRIPTION » AVAIABLITY @7V PRICE +
= TWESHO0! HOUDERELECT TWECOTONG A Tmkabyinsock [ o .
a e : ADD TO LIST

Dot [ 047 ADOTO CART
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1.2.5 More

Certificate of Analysis (COA) Page
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A Certificate of Analysis is a document issued by Quality Assurance that confirms that a regulated

product meets its product specification.

Switch Account Dashboard My Lists v Orders v More v

Airgas.

Home | COASearch

Certificate of Analysis (COA) Search

Search Products, MSDS, Manufacturers.

Reference Number Cylincler Number Barcode Number

SEARCH

©2013 Airgas. Inc, All Rights Reserved. | Privacy Policy | Web Sne Terms & Condmions | Terms of Sale

MSDS Sheets Page

Find ABranch  Customer Service  Express Order Pad

Ariba Test, Account 0001187267  Log Out

& cart (0)

o

& Print

This is a library of all gases. Simply click on the link for detailed information.

Switch Account Dashboard My Lists v Orders ~ More v

Rirgas.

Home | MSDS Librery - Pure Gases

MSDS Library - Pure Gases

Al MSDS files are in @ PDF format. To save a file to your hard drive, right click and choose Save As.

Find ABranch  Customer Service  Expre:

Search Products, MSDS, Manufacturers.

MSDS Library +

Pure Gases

Mixed Gases If you're unable to locate an MSDS document you can email Christine Bond or call (919) 368-8518

Hardgoods
o T-Butene

1-Hexene

1-Pentene

1,2-Butadiene

1.2-Dichlorotetrafluoroethane (Halocarbon 114)

13-Butadiene

2-Butene (Mixture of Cis and Trans}

Ariba Test, Account 0001187297 Log Out

"B can (0)

o

001009 pdf

001097 pdf

00119 pdf

001019.pdf

001008 pdf

001164, pdf
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1.3 Sub-Navigation
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The Sub-Navigation section contains Find a Branch, Customer Service, Express Order Pad, Shopping

Cart, the Search feature, and Products.

Switch Account Dashboard My Lists Orders v More ~
Ai r a s Ariba Test, Account 0001187297  Log Out
g ® Find A Branch Customer Senvice Express Order Pad "B Cart (0)
PRODUCTS Search Products, MSDS, Manufacturers... 0
Home Account Dashboard B Print

1.3.1 Find a Branch

The Find a Branch locater provides a
quick way to search for an Airgas
branch. As you will see from the image
provided there are a few ways to
narrow your results including

e Address
e Distance
e Type of branch

In addition each branch returned from

your search provides driving directions
and contact information.

1.3.2 Customer Service

 Orgers v More v

Swtc Accourt Deshoows Mylists.y

Anba Test, Account 0001187297 Log Out

Find ABronch _Customes Service  Express Ordes Pad | AR Cart 0

i<}

FIND AN AIRGAS BRANCH

Enter a ful address. city and state. 7ip code.

[Poom v

Location

I North Oiision - East Region
1901 Kitty Hawk Ave.

Buiding 68

Prilaceipnia. PA 19112

(215)389.3880 | Driving Directions

Region

23.8 Miles

Priiaceion

(215) 4024203 | Driving Directions

Click customer service for assistance with your shopping needs.

Find a Branch
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1.3.3 Express Order Pad

The Express Order Pad is a tool designed
to save time ordering specific parts.

Part Number Enter the part number of
the desired item in the designated column.
Follow that by entering the quantity and
clicking on the order all button (orange
button)

The copy and paste feature allows you to
copy part numbers and quantities right into
the text box to filter into your cart.

Enter Part Numbe/

1.3.4 Shopping Cart

The Shopping Cart page is where you can review
and/or edit your order before you proceed to
checkout.

Update All will update the cart to reflect any
quantities you edited in the “QTY” column
Request a Quote click to request a quote
Add Cart to List will add all items in the cart to
a new or current list.

Checkout and your items will be passed back
into your eprocurement system so that you can
create a requisition and/or an order to submit to
Airgas.

Navigating the Airgas eMarket Punchout site
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Express Order Pad link

My Lists Ceders v Move v
=- pa Test, Account 000TIE7297  Log Out
lrgasf'i d A Branc Customer Sendce £ W Cart
PRODUCTS Search Products, MSDS, Manufacurers. ol
Exprins Orce Pad & P
Express Order Pad
= ADD NEW LINES
EXPRESS ORDER PAD CANCEL ORDER ALL
FART NUMBER QUANTITY
Switcn Account Dasnboarg My Lists v Orders ~ More v
A' Asiba Test , Account 00087297  Log Out
Irgas ® Find ABranch  Customer Service  E r Pay B can(2
Search Products, MSDS. Manufacturers... =]
Home | Shopping Cant 2
Shopping Cart ciearcart
REQUEST A QUOTE S PR cicciour |
ITEMS IN CART (2) Estimated Order Total: $40.48
PRODUCT(S) AVAILABILITY ary PRICE
Checkout
& Industrial Oxygen, Size 10 Cylinder Esumatea Ship Date: - $14.78 _
Jnlnlll""l ceas e ‘ P e ey
"""""" Aadrgas Part s 0X 10 M 1CL - FEriEs
cyinger
simated Sip oot 2015 [ 35| $1750 ADD TO LIST

50.075/ EA - EaTn
Min: 20 B4 -
Escn

Fuel 5495
Sur
Fiat
Birgas 5095

Estimated Order Total:

Request a Quote
a Q \ REQUEST A QUOTE TSI ETR cccou |

Add Cart to List

P 8

Update All
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1.3.5 Search Results
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The search feature allows you to enter a part number, MSDS, Manufacturer or item description (ex.
gloves, gas) to return a list of Search Results.

Switch Account Dashboard

Airgas.

My Lists v Orders v More v

Find A Branch

Ariba Test, Account 0001187297 Log Out

Customer Service

Increased Filters apply more filters
to your search.
Compare Selected selectup to 4

e cart (0)

PRODUCTS

Home Search Page
RARL=SA = Search results for "shirt"
Choose a refinement
Gas Equipment (1)

Other Products (2) SORT RESULTS BY:

Best Match ~
hil White 27 3/4" Safespec”

Manufaturer A-Z pvek® Disposable Shirt With

Safety Products (1393)

Tools & Hargware (14

i Closure, Collar, Open Wist
Manufacturer Z-4 seves (50 Per Case)
Choose a refinement

Wb Price (Low to High) DPPTY3035WHSMOO

S Airgas
ort Web Price {High to Low)
Radnor
Results B Carhanttinc . . .
v DuPont™ 6X White 47 1/2" Safespec™ 2.0
VF Imagewear Inc S 5.7 mil Tyvek® Disposable Shirt With 5
OccuNomi Snap Front Closure, Collar, Open Wrist

And Long Sleeves (50 Per Case)
National Safety Apparel
:

In Airgas Part #: DPPTY3035WHEX00

Ergodyne
DuPont Personal
Protection DuPont™ 7X White 50 1/4" Safespec™ 2.0
5.7 mil Tyvek® Disposable Shirt With 5
Snap Front Closure, Collar, Open Wrist
And Long Sleeves (50 Per Case)

stanco Tk
Kimberly-Clark Appare

Show More Airgas Part # DPPTY303SWHTX00

Reflnements.
Increased
Filters

1.3.6 Products

ay

Min: 50 EA - Each
Typically in Stock
Check Availability

Qty

Min: 1EA - Each
Typically in Stock
Check Availabilty

ay

Min: 50 EA - Each
Typically in Stock
Check Availability

Search Products, MSDS, Manufacturers.

o> products and click “Compare
Selected” to compare them side-by-

Email & Print .
side.
Sort Result By search results can
2o e sorted by best match, price, or
COMPARE UP TO 4 PRODUCTS manufacturer.
COMPARE SELECTED
$4346 JEA -
Each
CEEe Compare
T Selected
e
o

Click on the “PRODUCTS” button to view the Category Page. The Category Page is discussed in the

next section.

Switch Account Dashboard My Lists v Orders v
Airgas.
Home | Mccount Dashboard
“Products” button

More v

Arba Test, Account 0001187297  Log Out

Find A Branch Customer Service Express Order Pad = Cant (0)
Search Products, MSDS, Manufacturers... 0
& Print
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1.3.7 Category Page

We offer a variety of items and have
them categorized on the Category
Page to allow you to easily find what
you are looking for. To the left in the
picture is a breakdown of how many
items are in the catalog for each
category.

1.3.8 Category List Page

After clicking a category you will be
directed to a Category List Page
displaying it's corresponding
products or subcategories.
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Airgas.

Home / Category Page

My Lists v

SHOP PRODUCTS:

8y Category =
Choose a refinement:

Safety Products
(59804)

Welding Products
(38075)

Tools & Hardware
(34434)

Gas Equipment (13761)

Gases (3543)

User’s Manual

More v

Ariba Test . Account 0001187297  Log Out
Find ABranch  CustomerService  Express Order Pad e Cart (2)
Search Products, MSDS, Manufacturers. fel

CATEGORY

GAS EQUIPMENT

Other Products (185)
Mediical Products (58)

Miscellaneous Products
(20

NARROW RESULTS:

8y Manufacturer  —
GASES

Choose a refinement:
Airgas
Radnor
Accuform Signs

Miller Electric
Manufacturing Co

Lincoln Electric Co

MSA (Mine Safety
Appliances Co)

American Saw
Manufacturing

Norton Co
Victor Equipment
EsaB

Show More
Refinements.

Switch Account Dashboard Orders v

Airgas.

My Lists v

Weiding Products

RESULTS FOR:

X Welding Products

OTHER PRODUCTS

MISCELLANEOUS PRODUCTS

MEDICAL PRODUCTS.

More v
Ariba Test, Account 0001187297 ~ Log Out

"B Cart (0)

Find ABranch  Customer Service

o)

r
1 Search Products, MSDS, Manufacturers.

WELDING PRODUCTS

NARROW RESULTS:
By Category (=}

Choose a refinement:

Filler Metal (5868)

FILLER METAL

Welders & Accessorles
(18683)

Welding Support
Equipment (13483)

By = SORT RESULTS BY:

Web Price (Low to High) ‘ ® ‘
Choosea [ o
Airgas

Radnor® #8 X 5/16" Pan Head Screw aty

Radnor

Miller Electric
Manufacturing Co

%

Lincoln Electric Co

WELDERS & ACCESSORIES

Airgas Part # RAD64007036

WELDING SUPPORT
EQUIPMENT

COMPARE UP TO 4 PRODUCTS

COMPARE SELECTED

$0.20 /EA - Each ADD TO CART
ADD TO LIST

]

Min: 1EA - Each
Typically in Stock

Abicor Binzel abilty
Corporation
EsAB Radnor® 3/32" X 7/8" Roll Pin aty $0.30 /EA - Each
Hypertherm \ Airgas Part # RAD64007045 ‘ 1 ‘

Min A8 - Farh
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1.4 The Homepage

Though you will not land on the Homepage when you initially log in, it offers navigation options to
anywhere on the site. If you find yourself stuck on a feature you can always go back to the homepage to
view your full slate of options.

My Lists v Orders v More v

= Ariba Test . Account 000187297 R
AlrgaS" Eind A Branch Customer Service X B2 Cart (O)
PRODUCTS Search Products, MSDS, Manufacturers fo)

L. A

. ..

’ 1:\' .
-~ S = F 3
WHATEVER YOU NEED FOR
WHATEVER YOU DO

./ Industrial, Madical & Speciality Gases
./ Welding Equipment, Tools & Accessories
. Safoty Products

< Note the different toolbars and dropdown menus displayed which will be explained further
throughout this document.

The punchout site is designed to be user friendly and give the customer a simple way to purchase
supplies. The more familiar you are with the features and functions the easier and more pleasant
your shopping experience will be. We hope this is a good start and reference to the site. Please
take the time to review and then practice each of the discussed points to maximize your time.
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