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Select Account
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The first time you access the Airgas punchout you will be able to identify and 
save your preferred account.

Step 1: use the Search By Account, Location, Name, Address. 

Step 2: Select radio button to save your location

Step 3: Click Save Preferred Account

Step 4: One click on the blue hyperlinked account number will take you to the 
Account Dashboard to begin shopping.

When future visits you will land on the Account Dashboard of your preferred 
account. Use the Clear Preferred Account to reset.

Hint: if you don’t see your account number contact eSupport@airgas.com

mailto:eSupport@airgas.com
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Main Navigation Menu

Switch Account displays a list of accounts to select from or save as default account for shopping
Dashboard provides a hyperlink back to the Account Dashboard
My Lists

My Items list of contracted items and sales history items
View All of My Lists a link to your saved shopping list(s)

Orders
Express Order Pad enter the part number and quantity and add it to your cart
Frequently Purchased Items a link to view items that you regularly purchase
Quotes a link to view all of your created quotes
Order History a link to view your past orders

Invoices
Invoice History a link to view your invoices

More
Certificate of Analysis a link to a document issued by Quality Assurance that confirms that a regulated product meets its 

product specification
Cylinder Balance a link to current cylinder balance
SDS Sheets a link to a library of all gases
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Account Dashboard / Cylinder Balance
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Account Dashboard provides a snapshot of your latest account 
information.

Click on Cylinders in Possession to view the status of cylinders shipped 
to you, cylinders you are using and cylinders you have returned
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Account Dashboard / Lists, Quotes, Invoices, Orders
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TOP FREQUENT PURCHASES displays items purchased over a 90 day 
period. Selecting “All Top Purchases      ” will display up to 25 items.

Every page provides the option to “ADD TO LIST”. Up to 5 lists are displayed 
under RECENT LISTS. Selecting “All Lists      ” provides additional 
information.

Recent Quotes are available on the Account Dashboard. If you don’t see your 
quote select “All Quotes      “.

For Recent Invoices click on the three dots     to view order details, Get 
Invoice and Proof of Delivery PDFs. You can also select “Invoice History      ” 
to see previous orders

Recent Orders displays status - Complete, or Open, for quick reference. 
“Order History    “ includes a search feature for past orders. View Details 
links to the Order Detail page.
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Order Detail

The Order Detail page shows the quantities ordered and shipped 
and the method of shipping.

Select all the products on the order to reorder, use the “SELECT 
ALL” button located above the checkbox for the first product. Click 
this and all products in the order will be selected. 

You can also use this information to ADD TO LIST. A pop up will 
appear giving you further instructions.
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Accessing Quotes
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Quote Number is displayed for each active quote. By clicking on the link, this will bring up the Quote Order Detail.

The Quote Order Detail will display the details of any given quote.

Here you can review the item(s) in the quote and add to your Shopping Cart and/or List.

If you do not see the quote number contact your local branch and ask them to create the quote under the account number where you are located.
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Express Order Pad
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Already know the Airgas part number? You can simply enter it into 
the Express Order Pad for a quick reorder process.

Once you have entered all the part number and quantities, click 
“Order All” to add all the lines to your cart

*Please note the part number must be exact including spaces
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Search For Products

Click or tap inside the Search Bar on the top left of the screen.

Start typing either the name of the product or manufacturer you 
want to find.

A list of helpful suggestions will appear as you type, which you 
can select instead of typing.

Either click on the search button (magnifying glass) or press 
enter to perform the search.

Search results will be shown in a list.

Refine the results further using “Narrow Results” on the left side 
of the screen. 
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Invoices & Delivery Tickets (PODs)
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Proof of Deliveries (PODs) are available for items 
delivered by Airgas truck.

Click the 3 dots under Options and select either 
“Get Invoice” or “Get POD”

Note: electronic invoices are not available.
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Shopping Cart
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Clicking Anywhere On the Page will update the cart to reflect 
any quantities you edited in the “QTY” or “Returns” box

Add Cart to List  will add all items in the cart to a new, or current 
list.

Checkout and your items will be passed back into your Platform 
eProcurement system to create a requisition and submit the 
order to Airgas.



∙
7/29/2024 • Airgas  eBusiness 
THIS  DOCUMENT CREATED FOR UNIVERSITY OF SOUTH FLORIDA

  

Airgas Punchout Training Guide• 

Airgas Punchout Support

Questions/Issues Concerning PO Status: Contact your Local Airgas Branch and Account Manager

Questions/Issues Concerning Punchout and Order Integration: eSupport@Airgas.com  

Questions/Issues Concerning Order Confirmations: usairgas-usf-edocsupport@airgas.com

Questions Regarding Punchout Featured Information: Contact ebusinesssouthdivision@airgas.com

Questions Regarding Dry Ice:   tampa.dry.ice@airgas.com
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