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Swagelok North Carolina | East Tennessee
Punchout Quick Reference Guide



Homepage

The homepage offers links to access
important information:

1.Contact info for your Swagelok Sales &
Service Center

2.Search for parts

3.Quick add parts to your shopping cart
without “shopping”

4.Quick Add Form — add to cart by
uploading a list of parts

5.Quoting — view and request quotes

6.Load a processed quote to your shopping
cart

7.Clicking the “Swagelok” logo from anywhere
on punchout will take you to the homepage



1. Contact Info

1. Contact info for Swagelok North Carolina
East Tennessee can be found here.

2. Searching for Products

Search for parts

2. Type Part # or keyword in search box. If part exists, it will automatically display in drop-
down.



3. Quick Add Parts

Quick Add parts to your shopping cart without “shopping”
3. Add Part # and Qty. Select ADD TO CART when finished.

4. Quick Form



Add to cart by uploading a list of parts using Quick
Form.

4. Select Quick Add Form.
Download CSV template.
Complete and save form as directed.

Once saved, select Choose File and upload your
file.

Once file is uploaded, you will see your file name
listed and ADD TO CART button will be green.

Select ADD TO CART to load your file to your
shopping cart.



5. Request a Quote

When an item on the punchout does not have a price, it is necessary to request a quote.

5. The Shopping Cart will tell you if the item is unpriced and the cart can only be submitted as a quote.
Select GET A QUQOTE to start the process.

After selecting: GET A QUOTE

The Quote Request screen will display, enter necessary
information.

Select SUBMIT QUOTE REQUEST and the quote will
electronically be sent to Swagelok North Carolina | East
Tennessee.



6. Add Processed Quotes to Cart

Load a processed quote to your shopping cart.

All submitted quotes, regardless of quote status, are visible from the homepage. Swagelok North
Carolina | East Tennessee will notify you once the quote has been processed.

6. You can go back to punchout and retrieve the quote.

Go to your homepage under Quotes and select your quote. This will load the now-priced items to your
shopping cart.

7. Troubleshooting

7. Clicking the “Swagelok” logo from anywhere on punchout will take you to the homepage.

If you are trying to return your shopping cart back to your business system, but the RETURN TO
REQUISITION button is gray (not green) and unclickable, notify Swagelok North Carolina | East
Tennessee at info@nctn.swagelok.com.

If you require a classification code for an item, notify the Swagelok North Carolina | East Tennessee.
Include the part number and classification version you require.

If you receive a punchout error for what appears to be no reason, clear your cookies and try again. If the
problems persist, contact EDI@swagelok.com.

Charlotte, NC: 704.289.7400
email: info@nctn.swagelok.com Raleigh, NC: 919.878.8085

web: nctn.swagelok.com Knoxville, TN: 865.673.6610




