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Punch Out Instructions

NOTE: These instructions display information for School Specialty, but these apply to any and all

vendors that Punch Out is set up for. It is possible, however that the ordering steps within
a vendor's website may vary.

1. Access to Punch-Out can be found from both the Purchasing and Schools/Departments
dashboards of BusinessPlus: PunchOut Web Shopping — POUPPP

Home All Accounts Payable Accounts Receivable Bank M g t Doc ts Online General Ledger Purchasing

PR Entry/PO Receiving =« Budget Transfers

Schools/Departments |

Documents Online  «

e Enter Purchase Reguests - POUPPR e Enter Budget Transfer Request - GLBUBAUB e BPLUS Archive
e Enter a Receiver for a Purchase Order - POUPRC * Proof Budget Transfer Request - GLBUBABP * CDD Archive
olF‘unchOut Web Shoppin | « Jobs Monitor

Vendor Request Webform =« . .
e Vendor Reguest - Webform b LI ELE L L =
e« OSPO3001: Purchase Order Status Inguiry

e OSPO5006: Open PO by Location N N
« 0SPO5010: Open PO by Responsibility Code
= PORERR - Receiving Report . L e Enter Cash Receipt Set - ARBTCRIC
2. Enter the account number and Ship To location. You will have to know the full account

number as there is not an account number look up like there is with a Purchase Request (PR).

e Direct Reimbursement Reguest - We

3. Click on the Shop link.

-

> SunGard PunchOut - Windows Internet Explorer === i

PunchOm Vendors { How
Vendor 1B Wendor
002143 SCHOOL SPECIALTY

IFAS Defaulls

. (6L} 110-284-0000-0000-500-2500-
Acoount: GL v [110 (2640000 [ooon [s00]2500 [sSe10000 [ 5510000
&F Technologr-Difte Supplies

Security COMMUNITY ED
ca Ll Shapily s RESCURCE CENTER
Addr Ca: [ 455 E SCRIPPS R, LAKE ORIGH, M1, 48350

User will be taken directly to the School Specialty’s website to shop.
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4. User shops, as usual, by selecting the items needed and Adds them to their Cart.
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Shipping in 48 Hours
or Less!
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5. Click on View Cart/Checkout

PRODUCTS =

p School

Specialty.
tdeas & Resources

A+ Deals
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6. Click on Proceed to Checkout
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7. Click on Submit

\ ‘ School

Specia'lty_ FRODUCTS =

A+ Deals

Review

Cart Number; 7779200780

Ideas & Resources

Shop Digital Catalogs

o O

Shonping Gar

1-888-388-3214 | Get Halp =
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Cirdler by Number
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Dascnphon

STAPLER ELECTRIC OPTIMA GRIP SILVER SWI48207

STAPLES HEAVY-DUTY %2 SWi783892 PACK OF 5000

553.84

Catalog: 528.66
Disc  $6.90

Het $20.76

ned upan the &
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8. Click on Transfer.

NOTE: This step automatically transfers the order back to the Sungard — BusinessPlus

application).

= Windaws Ivernel Explorer

ny?action=chel

School
O scnoor

Thank You for Shopping With Sch

complete your arder,

F Y

Your requisition is ready. Press the "Transfer" button below to transfer your requisition information to
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9. A PR (Purchase Request) will automatically be created with the items that were selected. The

requester should enter the End Use (teacher’s name) and then ‘approve’ the PR (like all other
PRs).

(= POUPPR - Purchase Requests - SunGard - LakeDrionTest - Windows Intemet Explorer
B

Purchasing - Purchase Requests Hatrina |

usinessPLUS
Favorites LI . O
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——— Remit || Ship | Bl dprv | Print | ([OEEEY ates | Blanket || feqCotes || Misc,
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‘ ] )
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P 6L A
A o fie []
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o R
| || #seneren
(I o
[isect Task ltems ﬂnu{li\ﬁ mnﬁ. 0001 1)
FR___ PO Vew S o053 Fl
R1600278 ey PR 0Ex ]
loosz | 2E4 Limit to 25% i
Fera P racters [Tanes [l
T o
1 1 B hotackanents
sl Nacy & Tooln
‘ | 1Lr e E, Reports

10. Once the PR has routed through workflow AND received final approval by Purchasing, the order

will be electronically transmitted (not emailed) back to School Specialty for order placement and
processing.

11. It should be noted that changes to Quantity, Catalog Number, or Unit Price are not allowed
for Punch Out purchase requests/orders. The ONLY change that is allowed is to the account
number.
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