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The	purpose	of	the	document	is	to	provide	instruction	and	navigation	of	the	Johnstone	Supply	Punchout	
Catalog/Website.		This	document	can	be	used	as	a	training	reference	for	your	users	and	can	be	shared	
internally.		Please	do	not	share	this	document	with	people	outside	of	your	organization.	

Johnstone	Supply	Home	Page	

	

	

Product	Search	Function	

Look	up	product	information	by	entering	a	keyword	search	term,	Johnstone	Part	number,	Manufacturer	
Part	Number	or	Brand.		



	 Johnstone	Supply	Punchout	Users	Guide	

Johnstone	Supply	Punchout	Catalog	 Page	2	
	

Examples:	

Keyword:		Filter,	Heat	Pump,	motor	fan,	thermostat,	etc	
Johnstone	part	number	(Order	number):		B76-120	
Manufacturer	Part	Number:		DP13HM6043	
Brand:	Copeland,	Emerson,	etc.	

	

The	product	search	function	will	return	a	list	of	products	unless	an	exact	match	is	found	which	will	take	
you	directly	to	the	Product	Details	page.	

	

	

From	the	Search	results	page	list,	shoppers	can:	
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• View	a	thumbnail	image	(if	available)	
• Review	short	Product	Description	–	in	bold	blue	type	
• View	product	Attributes	–	listed	under	the	short	description	
• Link	to	the	page	of	the	Publish	Johnstone	Catalog	–	hyperlink	for	catalog	page.		This	links	to	a	

virtual	version	of	our	published	catalog.	
• View	similar	items	
• View	Price	and	availability	
• Add	to	Cart	

o Add	quantity	to	the	box	(type	in	or	use	+/-	then	click	on	the	cart	button.	
• Add	to	a	Saved	Product	List	–	User	can	save	to	an	existing	list	or	create	a	new	list.	

o If	saving	the	product	to	an	existing	list	the	user	will	then	be	taken	to	the	Product	List	
area	of	the	punch-out	

o If	creating	a	new	List	the	user	will	be	asked	to	Name	the	list,	after	clicking	on	create	the	
user	will	be	taken	to	the	Product	List	area	of	the	punch-out	

• Sort	by	Best	Match,	Best	Seller,	Product	Name	and	Order	Number	
• Left	Navigate	to	find	other	products	by	category	or	attributes			
• Search	within	your	results	(coming	soon)	
• Change	between	list	view	and	grid	view	(coming	soon)	
• Display	a	quick	view	option	for	products	to	see	more	detail	without	leaving	the	search	results	

page	(coming	soon)	
	
	

	

	

	

	

	

Navigation	Toolbar	
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All	of	our	products	fall	under	one	of	these	7	main	categories.		Each	category	will	have	sub-categories	to	
help	the	user	refine	what	product	they	are	looking	for.	

Hover	over	the	name	of	the	category	will	display	the	sub	categories	which	the	user	can	select	from.		
Clicking	on	the	desired	category	will	return	products	on	the	search	results	page.	

	

	

	

	

	

	

	

	

	

	

The	user	can	also	click	on	the	main	category	name	to	go	to	a	Category	Landing	page.	On	this	page	the	
user	can	navigate	to	the	sub-categories	as	well	as	review	popular	products	and	categories.		Clicking	on	
the	sub-category	will	return	products	on	a	search	results	page.	



	 Johnstone	Supply	Punchout	Users	Guide	

Johnstone	Supply	Punchout	Catalog	 Page	5	
	

	

	

Find	Quote:	

	

After	receiving	a	quote	number	from	the	Johnstone	Supply	Store	–	contact	information	on	the	home	
page.		The	user	enters	the	quote	number	in	the	box	and	the	punch-out	retrieves	the	quote	information.		
The	user	will	be	taken	to	the	checkout	page	to	review	the	quote	and	once	they	“checkout”	will	return	
the	quote	to	your	procurement	system.	

	

Product	Lists:	
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Users	can	create	a	saved	product	list	to	easily	retrieve	frequently	bought	products.			

	

User	enters	a	Name	and	description	for	the	list	then	identifies	the	wanted	products.		This	can	be	entered	
using	Item	List	entry	as	seen	above	or	using	Bulk	Entry	as	seen	below.		User	then	creates	the	list	by	
clicking	on	the	Create	List	button.	

	



	 Johnstone	Supply	Punchout	Users	Guide	

Johnstone	Supply	Punchout	Catalog	 Page	7	
	

	

Functions	on	the	Product	List	Details:	

• Delete	Product	List	
• Add	products	as	needed	to	the	list	using	the	same	Item	list	or	Bulk	Entry	methods	and	save	

changes.	
• Remove	products	with	check	box	within	list	–	clicking	on	Remove	button	
• Add	products	to	Cart	
• Export	Product	List	to	Excel	
• Email	product	List	
• Retrieve	Pricing	
• Print	List	

On	the	main	Product	List	page	users	can	“Quick	Order”	to	order	the	entire	product	list	–	this	will	add	
those	products	included	in	the	list	to	the	Cart	for	final	review.	
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Quick	Order	Pad	link:			

	

The	link	returns	the	user	to	the	home	page	and	the	Catalog	Quick	Order	box.		This	is	an	easy	method	for	
users	to	enter	products	they	already	know	the	part	number	for.		Parts	can	be	entered	in	the	Item	list	or	
Bulk	Entry	method	–	similar	to	the	Product	List	feature.	

	

	

Johnstone	Supply	Logo:	

	

	

Clicking	on	the	Johnstone	Supply	logo	in	the	Punchout	will	return	the	user	to	the	punch-out	home	page.	
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Cart:		

	

Cart	icon	shows	the	user	the	number	of	products	currently	in	their	cart	and	is	a	quick	link	to	the	cart	
page.	

	

When	user	is	in	the	cart	these	features:	

• Clear	Cart	
• Print	Cart	out	
• Export	Cart	to	Excel	
• Add	product	to	Product	List	
• Add	More	Items	to	order	(opens	quick	order	box)	
• Remove	product	
• View	Short	Description,	Attributes,	Johnstone	Part	Number,	and	Manufacturer	Part	Number.			
• Short	Description	is	hyperlinked	back	to	Product	Details	page	
• View	Assigned	Customer	Part	number	(CPN)	
• View	Availability	
• View	Pricing	
• Checkout	(returns	to	your	procurement	system)	
• In	some	cases,	a	shipping	option	may	appear	in	the	cart	as	well	(dependent	on	customer	

requirements)	


