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FASTENAL – MERCURY PUNCHOUT  
  
Various MRO (Maintenance, Repair, and Operating) Supplies.  Pricing is based on WSCA (Western States 
Contracting Alliance) Contract.   
 
 
 
1. Access Fastenal through the Mercury e-Procurement System – Click on Fastenal, then click “Search.”  

You will be redirected to the Fastenal website.   
i. You will initially be presented with products that are grouped by category (i.e. Safety, 

Electrical, Plumbing, etc.).  You can then click on a Product/Category Box and this will 
expand your search to every type of Safety Supply that can be found on the website.  
OR  you can click on “Products” and review the list of Products/Categories listed. 

1. After you decide on the category you’d like to search ….Safety  Eye 
Protection  Safety Glasses  Scroll down and you will begin to see Safety 
Glasses listed.  Once you find your item, click “Add to Cart.”  A full description of 
the product will appear.  Click the “Quantity” and then click “Add to Cart.”  This 
item will then be added to your cart.  You will be directed back to the product 
search you were just in.  If you check your “Shopping Cart,” it will show what 
you have just added.  At this point, you can “Check Out” or continue shopping.  
If you have finished your order. Click “Checkout,” then click “Complete 
Checkout.”  You will be redirected to Mercury Commerce.   

2. Click “View Requisition” 
3. This will take you to the Requisition Page 
4. Begin entering the required information into the Requisition 
5. Your order will then require the appropriate approval from within your 

department.  Procurement will then receive the order and process.   
6. Orders with Fastenal are released directly to Fastenal via HTML.  No hard 

Purchase Order will be printed and Fastenal will receive order and process 
Punch-Out orders much faster. 

ii. You can also create an “Order Template” which is comparable to a saved cart.  To 
create a new order template, fill your shopping cart with the desired items.  From the 
shopping cart page, you may add those items to a new or existing template.  All of your 
order templates will appear on the order template page.  This is located under “My 
Account” or listed within the Blue Bar at the top of the screen. 

iii. Click on Shopping Cart and click “Fast Order Pad.”  Once you click this, you can enter 
the SKU # of your product and quantity.  You can then click “Add to Cart.”  If you are 
done shopping at this time, you can follow the above-mentioned directions with regards 
to “Checkout.” 

iv. Follow the normal Mercury Requisition Process to Completion.   


