
How to - Create a Punchout Catalog Requisition 
 
Using the navigator bar, go to Procurement and click on the Purchase Requisitions (New) tile. 

 
 
OR click the navigator menu (top left) and click the arrow on the Procurement row, then click on 
Purchase Requisitions (New) 

  

 
  



The Self-Service Procurement workspace will open. Click on All Punchouts.    

 
 
You can view the punchout catalog page as a card view or table view (list). 
Click on Go to Site or the > arrow to go to a particular vendor site. 

 
 

 
  



Once you are on the vendor’s site, shop for your items and add them to your cart. 

 
 
 
When you have all your items, go to your cart. If everything looks ok, go to the checkout and complete 
the process. (this looks different for each vendor) 

 
 
 
In the checkout, you need to check your items, ensure there is no sales tax, check your address, etc. 
 
  



For Amazon: 
Group: Oracle Punchout (do not change) 
Business Order information (disabled) 
Pay by Invoice (do not change) 
Warning: This order needs approval (approval will take place in the Oracle system) 
Any tax message: (our tax certificate is on file and will be applied as applicable) 
Choose delivery options as needed 
Submit Order for Approval to send the cart to the Oracle system to complete the process. 
 

 

 



 
 
Your cart will process and open in Oracle as a draft Requisition.  
Click the pencil in the Requisition Summary (top right) to complete the Requisition header. 

 
 
Add your business purpose in the Description field. 
Under the Delivery section you will see your default information. You can change this if needed. 

 
 



 

 

The Notes section is not applicable to punchout catalog orders – the system does not read notes.  

Attachments for punchout catalog orders are only useful for internal documents, such as 
documentation of what the items are for or permission to order. Attachments intended for the vendor 
cannot be read by their system. 

 

 

Scroll up to the top and hit Update to save the information and return to the Requisition screen. 

 

 

  

If this is a project related expense, fill 
in the Project Costing field. 

Otherwise, you will use the Charge 
account field to enter your COA 
(Chart of Accounts). This is for the 
overall order. Splitting or charging 
lines separately is at the line level 
(see below) 

The Budgetary control field would 
be used in June / July to indicate the 
correct fiscal year budget to use. 

Additional information is not 
currently used. 



You will see the information on the right side of the screen has updated. You can now work on 
individual lines 

The pencil takes you to line details (you do not want to edit these on a catalog order) 
The truck takes you to delivery & billing. This is where you split a line or code it differently from the 
overall order. 
The trash can deletes the line. 

 

 

Under the Delivery and Billing Details tab, the lines have an ellipses (…) menu that allows you to edit 
or split the COA details for the line. Once you have everything the way you need it, click the Update 
button. 

 

 

  



Before you Submit, you have the ability to Check Funds (budget check) using the ellipses (…) 

 

 

You’ll see a message across the top. If it does not pass the budget check, View details will let you see 
which stage if failed so you can move budget around or correct your COA. 

 

 

Once you hit submit, you will see a quick confirmation message and return to the Self-service 
procurement page. Your recent Requisitions are here on cards. The status will update as the order 
progresses. You can click the card to open the Requisition. 

 



You can also view a list of Requisitions or Requisition Lines by clicking My Requisitions at the bottom 
of the page. You can also export the list(s) to excel using the download button. 

 

 

The export gives you a clean worksheet that allows you to work with your data immediately. 

 


