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How to Connect to Supplier Website (Punchout)

1. Onthe Workday search box, type in Create Requisition and select the task

(Q create red| @)

Top Results Procurement (0) People (0) Tasks and Reports (8) Edi ) All Categories

Tasks and Reports

Create Requisition
Task

Creates a requisition for goods and services for a worker or on behalf of another worker. You can shop
from various sources, including internal catalogs, non-catalog items, supplier websites, and requisition
templates. Workday populates worktags, deliver-to, and ship-to locations from the worker's profile.

2. Review the Instructions, and Requisition Details to make sure the information is correct.

Requisitions

~ Requisition Details

Please visit the FAU Job Aids worklet on your Workday home screen for job aids and additional assistance with creating requisitions (area of Focus — Purchasing). Requesting for

Fer additienal information about FAU Purchasing, please visit our website: http:/fvww fau.edu/controller/purchasing

Company
Florida Atlantic University

Currency
UsD(3)

Requisitions (past 6 Months) Edit Filters Deliver-To

Open (0) Completed (0) Ship-To

I—— 777 Glades Road.....

Worktags

Amarewarktags  view all worklags

M

Continue Shopping Edit Details

T

©]
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3. Click the Start Requisition blue button
Requisition Details

Requesting for

Company

Florida Atlantic University
Currency

USD ($)

Requisition Type
Blanket PO

Deliver-To

Ship-To

Fr....

Worktags

smartTag: NN
Fund: Fau.

4 more worktags ~ view all worktags
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4. Scroll down to Ordering Methods and select Connect to Supplier Website.
Ordering Methods

Search Catalog

Search the internal catalog of preferred
items and suppliers to add into the...

::/ﬁi Request Non-Catalog ltems

Add a good or service that is not in the
catalog

g Connect to Supplier Website

Purchases of EDIBLE ITEMS cannot be
made using E&G or GRANT funds via th...

Add from Templates and Requisitions

Select from Requisition templates and
past Requisitions

ﬁ Select from My Procurement Favorites

Select from my Favorite items

:{? Request Project-Based Services

Provide project details to request a
project related service
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5. Select which Supplier website is needed for this request (for this example, we are going to

use Amazon) select Connect
LONNect 10 SUppIEer weosite

Saenpany
Tenda AEantc Uniwsrsity

Fpphne Wbt 1

Frapgar it Maree

Lsge
m mas.

an A Lguide company

amazoniusiness  Ame

clicking on the desired item:

Caurrancy
=D

CRIRTEE e Dascatian Comnect
A, 0 D0 Aigec U5, LLG Pangur Lab Gases
Cernnck
AT tal 5, I (P vl arketplace
— Zomnars

Browse or search for needed items or materials and add the items to your cart by
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Vel o e | D00 ATy B
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Delivery Day
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7. Click “Add to Cart” yellow button:
o P & . - o i o (] (] = "] L -

D Frasas =

prime bugingss L oot
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Suned hainessts By bgen Svinoel e Bonneis Saingt  Seieg b Applees T Cmener Bl SR Oee ¥ ——
mufpmissises Save on Business Essentials
& Amazon Basics Retractable Ballpoint Pens with [ [
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8. Repeat steps 6 and 7 if additional items are needed. Click Proceed to Checkout once
shopping is complete.

prime business e A= N o [ i
) [ ———1 o v ey Fariy Argee v & Grier -"H
bt Lvep ©

B bxicekhod SsieuDsecteh  Hapseo-Owred nrsusy By Sgen  Seburbed fee  Busieen Sedagn  Sevieg For Fou  Top Caimgorem  Ceithe e = Ghilash = Resomrerdstiom = Dl om pant poocham Lat o Prims Baaiwss =

Can Subaotal '3

@ Added to cart - .

Cbiw B
Freduces relaved wo Amason Basics Retraciable Balipoini Pers with Comiortable P 1 f 4 Faam qan w ALEL Rmuasae G Lasd
Ly . Mol o T FoaTd
. a'wria, i
i ¥
ll-lli.l. . . - :
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9. Select the delivery address and click on Deliver to this address yellow button:
prime business Secure checkout v
Group Change Deliver to this address
Punchout Users
Group under Florida Atlantic University
Business Order Information Order total: $5.31

Disabled

Select a delivery address

Does this order need to be delivered to a recipient other than the name in your address book?

Deliver To: | Enter Recipient Name This will be applied to only this order.

Group Punchout Users addresses

@ Boce Raton FAU
777 Glades Road, Boca Raton, L, 33431, United States, Phone: 5612973000

~ DavieFAU
3200 College Avenue, Davie, FL, 33314, United States, Phone: 9542361000

~ FortLauderdale FAU
"~ 111 East Las Olas Blvd,, Fort Lauderdale, FL, 33301, United States, Phone: 9542361000

-, Harbor Branch FAU
5600 US. 1 North, Fort Pierce, FL, 34946, United States, Phone: 7722422400

~ Jupiter FAU
5353 Parkside Drive, Jupiter, FL, 33458, United States, Phone: 5617998500

Pine Jog FAU
6301 Summit Blvd., West Palm Beach, FL, 33415, United States, Phone: 5616866600
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10. Click on Submit Order for Approval yellow button:

prime business Secure checkout v

Group Change Submit order for approval

Punchout Users
Group under Florida Atlantic University By placing your order, you agree to the Amazon Business Accounts Terms and
Conditions and Amazon's privacy notice.

Business Order Informati ems: oo
usiness Order Information iy & handling oo
Disabled Estimated tax to be collectec: 5000

Order total: $5.31

Delivering to Boca Raton FAU Change
777 Glades Road, Boca Raton, FL, 33437, United States

Deliver to multiple addresses

Business Credit Account (formerly Pay by Invoice) Change

Use a gift card, points, voucher, or promo code

@ Save your checkout settings as the default for future orders

(T Use the selected group, shipping address, and payment method as my checkout defaults.

I, This order requires approval.

@ Important message

If tax exemption is applied to this order, you acknowledge your tax exemption certificate may be provided to any marketplace seller you purchase
from when applicable.

11. You will see message “We’re sending your cart to your procurement system”

amazon husiness
!

We're sending your cart to your procurement system

One moment while we redirect you

12. Add “Memo” section, if needed

Lt Coestl a3
Exfended Amount ¥ |
Moo
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13. Click “Checkout” blue button

View Cart

Comparny

Reanzon Eapcy Setimcinkie Bxilpn:

\n

Requester Requisition Typs Total Amount Currency
_ Blarket PO 5531 s

Edit

Dascription Amiazon Basics Refractable Ballpoind Penc with Comfortable Grip for Smooth Wiiting, Black, Note-Taking
Office and School Supples, 12-Pack

Supplier Bem identifier BITEDWDAET
Spend Category

Supplier

Supplier Contract SUPP_CON-D000001 55 - Amazon Punchaut
Cuantity

Unit of Measure Eact

Unit Cest

Extended Amount

Mema

D

14. Add Spend Category and review the Deliver to and Ship to Address on the Goods Line

Ruguishion informatian

bl
Mot i

[P =
el Mo
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15. Click the Submit blue button

You have submitted!

ERROR MESSAGE - If you receive an error message for the Ship-To-Address when

submitting, please follow the steps below:

1. Clickon 3 dotsicon (related actions) and select “Edit Address”

Edit Requisition Defaults

Cancel
m [:J Save for Later \:] [:' Continue Shopping \:] [:' e \:]

2. Then select Ad Hoc Addresses

> Attachments

Edit Address

Click Apply to use the deliver-to and ship-to address on the requisition header and all lines

Ship-To Address x 777 boca, FL 33431 United =
States of America
Search

Use Altemate Address Default Addresses »
Addresses by Company >
Ad Hoc Addresses bl
Addresses by Location >
Addresses by Location Hierarchy >
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Use Alternate Address ¢ Ad Hoc Addresses

»

O 111, FL 33484 United States
— of America

—, 1 Delray Beach, FL 33484
~— United States of America

o 777 boca, FL 33431 United
States of America

777 Glades Road 67 Oxley
() Athletic Center Boca Raton, FL
33437 United States of America

777 Glades Road AD10 Room
L_ﬁu 145 Boca Raton, FL 33431
United States of America

777 Glades Road AD10 Room
(_"Zu 145 Boca Raton, FL 33431
United States of America

3. Click “Apply”
Apply ( cancel )

If the desired address is not listed in AD HOC ADDRESSED, you will need to check the box
marked “Use Alternate Address” and then click the “Add” button and add all required

address lines.

Edit Address

Click Apply to use the deliver-to and ship-to address on the requisition header and all lines.

Ship-To Address {empty)

Use Altermate Address

[ Add |
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Then, click “Apply”

Apply [ cancel |

10



