
Introduction to the new  

Stockroom System 



About this document 

• This document describes the process for ordering from the 

JLab stockroom. For a more general instructions that also 

cover E-Commerce, use the following link: 
– https://www.jlab.org/div_dept/cio/mis/gss_ecommerce/punchout_instructions.pdf 

 

https://www.jlab.org/div_dept/cio/mis/gss_ecommerce/punchout_instructions.pdf
https://www.jlab.org/div_dept/cio/mis/gss_ecommerce/punchout_instructions.pdf
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Overview 

• The new stockroom withdrawal software is hosted by GSS 

– JLab sends our stockroom catalog to GSS 

• Some things have not changed 

– Stockroom, Freestock inventories are still managed by 

JLab 

– Stockroom, Freestock orders are fulfilled as always 

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

Freestock 



What to expect 

• You will start with a JLab site, logging in with your 

username and password 

• You will then be forwarded to GSS, and you will be able 

to navigate their catalogs and the stockroom catalog 

• When you are done shopping, you will be sent back to 

JLab for the final check-out process, where you will enter 

your POA and other information. 



• Navigate to the new 

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


Ordering from the 

stockroom 

• The JLab stockroom (and Freestock) 

are just static catalogs in the new GSS 

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 this sample 

screenshot includes both stockroom 

and E-Commerce items, which are 

handled slightly differently. 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. Stockroom orders will be sent 

immediately. 

 



Other JLab functions 

•  You can also review previous orders 

and perform custom searches in the 

JLab system. 


