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Welcome to the @WinXS 2.0 website:

This user guide provides the basic steps to enter  
your Moore Wallace punchout order.
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Home Page
On the right of the screen is a list of important messages and services available to you:

• Who to contact for support

• How to place expedited orders

• How to order items not available on the website

Placing an Order

To begin placing an order, click the Click here to place your order icon. 
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To order items from the UTMB catalog, simply click the Shopping Cart icon that appears 
to the right of the item description.  As you click on the Shopping Cart icon for each item, 
items will continually be added to your shopping cart and the icon will fade. 

Note:  If you wish to view a larger copy of the form, click the View Item icon.

Once you’ve completed your selection, click either of the two Proceed to Checkout links 
that appear both above and below the list of items.
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Enter the quantity you wish to order for each item in your shopping cart.  

To add more items to your shopping cart, click the Order More Items icon.  

Once all items are in your shopping cart with appropriate quantities to be ordered, click 
the Update Cart button to display pricing information.  

After validating the items in your shopping cart, confirming the unit of measure and 
quantity to be ordered, click the Transfer to Requisition button to return to PeopleSoft.

Note:  To remove items from your shopping cart, select the item to be removed and click 
the Update Cart button.



5

To location a specific form, click the Search tab, enter appropriate Search Criteria, and click 
the Search button.

Note:  Items in the UTMB Catalog, that do not contain a shopping cart icon, will need to be 
ordered directly from Materials Management. 

Thank you for choosing Moore Wallace


