
Introduction to the new GSS E-

Commerce System 



Outline 

• Overview 

– Differences from Webstock E-commerce 

– What to expect with the new system 

• Special instructions regarding cookies: especially 

important for Macs 

• Sample visit to GSS 

– Order from Newark (punch-out catalog) 

– Order from Grainger (punch-out catalog) 

– Order from JLab stockroom (static catalog) 

– Checkout to JLab system 

 



Current Webstock 

Application 

New GSS Punch-out  

E-commerce Application 



Overview 

• The new E-Commerce system is a punch-out system 

– Start-to-finish integrated shopping experience 

– Better integration with vendors 

• Better descriptions, images, price breaks, etc. 

• Know exactly what you are ordering 

• Some things have not changed 

– One-stop shopping for E-commerce, Stockroom, 

Freestock 

– E-Commerce orders are routed for signature in the 

Requisitions system 

– Stockroom, Freestock orders are fulfilled as always 

 

 



Punch-out: A store within a store 

• There are several punch-out vendors in the new system: 

Grainger, Newark, FSI, Digi-Key and others 

• The experience starts with GSS, but when you click on a 

vendor, that vendor’s site takes over 

– Different user experience for each punch-out vendor 

– Double-checkout process 

• Must check-out for each vendor 

• Final check-out for GSS 

 

 



Cookies 

• Because punch-out is a store within 

a store, cookies must be enabled 

properly 

– This is especially important for 

Macs (Safari and Firefox), which 

disable these cookies by default 

– Windows should work by default, 

but if you have customized your 

cookie settings, you might have to 

make changes to use this new 

system. 

 

• The next few slides are how to 

configure your cookies for each 

browser. You can skip ahead if 

your cookies are configured 

properly. If you see an orange 

layout when you go to the site, as 

shown on the right, then cookies 

are not configured properly. 

 

 



Cookies: Configuring Safari 

• If you are on a Mac, chances 

are that you are using Safari. 

The icon for Safari is shown in 

the upper right-hand corner of 

this page. 

• On the upper right-hand side of 

the browser, you will see a gear 

icon. Click on this, and then 

click on the “Preferences” 

option. 

• No, click on the “Privacy” tab 

and for the “Block cookies” 

option, change this to “Never” 

• If you are already in the E-

Commerce website, you will 

need to refresh your browser. 



Cookies: Configuring Firefox 

• In the Firefox menu, to “Tools” 

and then “Options” 

• Click on the “Privacy” tab.  

• If cookies are not working, then 

under the “History”, “Firefox 

will” section, you have likely 

selected “Use custom settings 

for history”. If this is the case, 

then click on the “Accept third-

party” cookies checkbox below. 

If you do not see that checkbox, 

please contact 

helpdesk@jlab.org for 

assistance. 

mailto:helpdesk@jlab.org


Cookies: Configuring Internet Explorer 

• In the Internet Explorer (IE) 

menu, to “Tools” and then 

“Options” 

• Click on the “Privacy” tab. 

• Click on the “Advanced” 

button.  

• If cookies are not working, then 

the “Override automatic cookie 

handling” box should be 

checked. Un-check this box. 



• Navigate to the GSS 

E-Commerce System 

– JLab Insight 

– Your personal 

bookmarks 

– Procurement web page 

– Link 
• https://misportal.jlab.org/punchout/shop 

• You will be prompted 

for your JLab 

username and 

password 
 

https://misportal.jlab.org/punchout/shop


Choose a Vendor 

For purposes of this demo, we choose 

the Grainger Website 

• Grainger is a punch-out type catalog. 

Click on the icon on the left of the 

screen. 

• You will be forwarded to the 

Grainger punch-out site. 

• Note the GSS button at the top of the 

page. Click on this only if you want to 

return to GSS without buying anything 

from Grainger. 

• Navigate through the Grainger site to 

find the item you want to buy. You can 

use the search or browse functionality 

– note that any searches will find items 

in the Grainger store only. 



Add item(s) to cart 

• As you find the item(s) you are 

looking for, add them to your shopping 

cart. The button in the Grainger punch-

out catalog says “Add to requisition”. 

Note that as you add items to your cart, 

you are only adding them to the 

Grainger cart. 

• When you have added all items to 

your cart, click on the “Continue to 

Requisition Form” button or the 

“Requisition Form” link at the top 

right-hand side of the page. 



Check out from 

Grainger’s system 

• After you go to Grainger’s cart and 

review the items, you now have to 

bring this cart back to GSS. 

• Click the “Continue” button on the 

shopping cart (or requisition) screen. 

• On the next screen, click “Submit 

requisition” to continue back to GSS. 

• Now you are back in the GSS system. 

At this point, you can choose to return 

to shopping or continue the checkout to 

the JLab system.  

• For purposes of this demo, we 

continue shopping by clicking on the 

Newark icon on the left-hand side of 

the screen. 



Using the Newark 

punch-out system 

• Now we continue our shopping in the 

Newark system. Like Grainger, 

Newark uses the punch-out model, 

which means you will be forwarded to 

Newark’s site. Any searching or 

browsing you do here will be limited to 

Newark products. 

• As before, you can shop the punch-

out site by browsing or searching or 

using features unique to Newark, such 

as the “Quick Buy” section at the top 

right of the screen. 

 



Purchase and check-out 

• On the Newark site, when you choose 

to buy an item, it’s added to your cart. 

You can choose to checkout at that 

point by clicking the button that pops 

up in the upper-right corner of your 

screen. Alternatively, you can continue 

shopping and come back to your cart 

later. 

• As with Grainger (and all punch-out 

vendors), the check-out process will 

show you your shopping cart so that 

you can review and click the 

“Checkout” button to continue. 

• To bring your cart back to GSS, you 

need to click on the “Send Order” 

button that shows up on the following 

screen. 

 



Back to GSS 

• Now we are brought back to the GSS 

system, and as you can see, both the 

parts from Grainger and Newark are in 

the GSS shopping cart. 

 



Using static catalogs 

• Next, let’s add some items from a 

static catalog to our cart. For purposes 

of this demo, we will use the Agilent 

Technologies catalog. 

• Static catalogs are different than 

punch-out catalogs in that they are 

hosted by GSS itself. You can search 

for parts across all static catalog 

vendors by using the search form in the 

upper right-hand side of the screen, or 

you can browse static catalog vendors 

by click on the “Products and 

Suppliers” tab at the top (shown in the 

upper image on the right). 

• To add an item to the cart, just enter 

the quantity in the space provided and 

click the “Cart” icon. 

 

 



Ordering from the 

stockroom 

• The JLab stockroom (and Freestock) 

are just static catalogs in the system. 

To navigate, click on the “Stockroom 

Items” tab at the top. You can then 

view items or use the links at the left to 

browse by category. If you know the 

stockroom item number, you can 

search for it using the search function 

at the top left of the screen. 

• As with any static catalog, to 

purchase the item, enter the quantity 

desired and click on the “Cart” icon. 

 



Ordering from the 

stockroom: part search 

• The JLab stockroom (and Freestock) 

are just static catalogs in the system. 

To navigate, click on the “Stockroom 

Items” tab at the top. You can then 

view items or use the links at the left to 

browse by category. If you know the 

stockroom item number, you can 

search for it using the search function 

at the top left of the screen. 

• As with any static catalog, to 

purchase the item, enter the quantity 

desired and click on the “Cart” icon. 

 



Checking out! 

•  When you are finally done shopping 

all punch-out and static catalogs, you 

are ready to check out to the JLab 

system. From your shopping cart, click 

the “Continue Checkout” button. 

• This will bring you to the JLab 

system, where you can enter the POA 

for each item. Note that E-Commerce 

items are handled slightly differently 

than stockroom items. You will be able 

to select any POA for E-Commerce 

items, but the stockroom POAs are 

limited to those for which you have 

authorization. 

• When you are done entering the 

POAs, click on the “Create Order” 

button. E-commerce items will be 

routed for signature in the Requisition 

system, and on the next screen, you 

will see any PRs created by this order.  

 



Following-up with GSS 

•  Once signatures have been 

completed for an E-Commerce order, it 

gets sent automatically to GSS. At this 

time, you will receive an Order 

Confirmation email from GSS. A PDF 

will be attached to that email with the 

full details of your order. 



Other JLab functions 

•  You can also review previous orders 

and perform custom searches in the 

JLab system. 


