How to - Create a Punchout Catalog Requisition

Using the navigator bar, go to Procurement and click on the Purchase Requisitions (New) tile.

UNIVERSH

4T PMEMPHIS ST-4, Refreshed from PROD

Good morning, SEC.PTP.EXA

¢ Procurement My Enterprise Tools Others

QUICK ACTIONS

Process Requisitions

E kst (B

Purchase Purchase Purchase Orders My Receipts (New) Suppliers
Requisitions (New) Agreements

Purchase Orders
EEE Purchase Agreements (New)

I Purchase Agreements =

=
an e Supplier
( Suppliers (New)
10 S 2 Qualffication

Show More

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

THE UNIVERSIT
¥

MEMPHIS

&~ Show More
Q Home

Me R
Iy Team w
Sales v
Help Desk w
Contract Management w
Payables w
General Accounting 4
Expenses v
Procurement
1@ Purchase Requisitions (New) =) Purchase Agreements Purchase Orders

My Receipts (New) @ Suppliers Supplier Qualification




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

Self Service Procurement

UofM Business Unit | UofM Main Campus

Q. Search for items or services

> Purchasing new# 4

Shop by category

Browse all
All Punchouts (M) Consulting Services (M) Goods K] Services &
Students and Guests M| Sub-Awards [N]

5] Self Service Procurement  |[E] My Requisitions W Cart

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.

< All Punchouts e

Q,  Search for items or services

ltemn Source External store 8 | Supplier American Paper & Twine Co 1

<~
B results
Insight Public Sector AMERICAN PAPER & TWINE CDW-G
Insight TUine) "=
External Store External Store External Store
Go to Site Go to Site Go to Site

O Description Category < Price UoM Quantity Amount Add to Cart ﬁ
O  Insight Public Sector
O  AMERICAN PAPER & TWINE >
0O cow-G >
0O Dellinc >
O  Fisher Scientific >
O Grainger >
O  MSCDirect >



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

Shopp|ng Cart Share cart items Subtotal (2 items): $56.55

[] This order contains a gift
Price

Proceed to checkout

Logitech MK540 Advanced Wireless Keyboard and Mouse Combo for Windows, $44.99
IZ: GkHz Unifying USB-Receiver, Multimedia Hotkeys, 3-Year Battery Life, for P... List Price: $50:09 / Request for quote Y
n Stod! \ /

Shipped from: Amazon Savings: $15.00 (25%)
vprime Business Price
FREE delivery Mon, Jan 5

FREE Returns

@ Carbon impact v

Style: 2024 Model

Buy 12, save 26%

@ Quotes available for orders over $10,000
or more than 999 units.

Download cart to PDF

hv g 1 + Delete  Save for later | Share
( Download )
Frequently bought together $39.48 Addtocart X Download your cart's contents to a printable
Logitech Brio 101 Full HD 1080p Webcam for Meetings, Streaming, Desktop, Laptop, PC - Built-in Mic, Shu... - PDF.
. . - . . . Items with business-onl;
Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count $11.56 icing id Y
) . ricing to consider

- School, Home, and Office Use, Teacher Supplies List Price: 44799 P 9

In Stock N Post-it Flags Combo...

A Preferred by your organization Savings: $6.43 (36%) 13,467

vprime Business Price folalaletalind

-30% $12%
($3.06/count)

List: $+756

Getit Jan8-12

FREE Shipping

Only 6 left in stock - orde...

FREE delivery Mon, Jan 5
FREE Returns

Size: 8 Count (Pack of 1)
Pattern Name: Highlighter

T 1 + Delete | Save for later | Share

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.

business prime
T

Group

Oracle punchout - Prod
Group under The University of Memphis

| Business Order Information

Disabled

Delivering to University of Memphis
946 E PARK LOOP, MEMPHIS, TN, 38152-4040, United States

Deliver to multiple addresses

Pay by Invoice

Use a gift card, voucher, or promo code

Secure checkout v

Change

Change

Change

Cart

Submit order for approval

© Checkout defaults have been set for this order

remain the same.

[ Your order is ready to be placed. Select this option if you would like to remove your defaults for your next order. Admin defaults will

1. This order requires approval.

L= eI L L= P o =i o P e e T £ R
and Conditions and Amazon's privacy notice.

Items (2) $56.55
Shipping & handling: $0.00
Estimated tax to be collected: $0.00
Order total: $56.55

(i} Important message

If tax exernption is applied to this order, you acknowledge your tax exemption certificate may be provided to any marketplace seller you

purchase from when applicable.

Estimated Delivery: Depends on Approval

For example, if approved now: Monday, Jan. 5

Sharpie Clear View Highlighter Sticks, Chisel
Tip, Assorted Fluorescent, 8 Count - School,
Home, and Office Use, Teacher Supplies

u Organization preferred

$11.56 ($1.45 / count)

Business Price W

/Prime & FREE Returns

Ships from Amazon.com

Sold by HiTouch Business Services a BU of Staples

o 1 +

Tax Exemption Applied. Remove

Add gift options

Item often ships in manufacturer's container to reduce packaging and

reveals what's inside. To change, click below.

Hide what's inside, ship in Amazon packaging v

(O Monday, Jan 5
FREE Prime Delivery

@ Tuesday, Jan 6
FREE Delivery in fewer trips to your address

Logitech MK540 Advanced Wireless Keyboard
and Mouse Combo for Windows, 2.4 GHz
Unifying USB-Receiver, Multimedia Hotkeys, 3-
Year Battery Life, for PC, Laptop

$44.99

Submit order for approval

By placing your order, you agree to the Amazon Business Accounts Terms
and Conditions and Amazon's privacy notice.

Items (2) $56.55
Shipping & handling: $0.00
Estimated tax to be collected: $0.00
Order total: $56.55




Processing your cart

(

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.

Cart

Requisition REQM0000004

I Requisition summary Va I
[ 2items Edit Multiple
Subtotal $56.55
Nonrecoverable Tax $0.00
Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School, r Approval Amount $96.55
Home, and Office Use, Teacher Supplies amagon business '
Sold By Amazon Capital Services Inc
O Description
$11.56 Each _ Requester
. Ms Kerri Reece
Quantity
1 J 7 B Deliver-to Location
222 Admin Bldg MC
Charge To
Multiple

Logitech MK540 Advanced Wireless Keyboard and Mouse Combo for Windows, 2.4 GHz

Unifying USB-Receiver, Multimedia Hotkeys, 3-Year Battery Life, for PC, Laptop r—w usiess ' Funds Status
Sold By Amazon Capital Services Inc Not reserved

O Budget Date
$44.99 Each 01/02/2026

Quity | s B m

B self Service Procurement  [[E] My Requisitions ' C

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

REQMO0000004

Requisition

Description
Your business purpose goes here.

Justification
Any additional information you need to add can go here{

946
[0 Emergency purchase order request
Delivery
Requester Requested Delivery Date
Ms Kerri Reece 01/03/2026

‘ Deliver-to Location ‘

222 Admin Bldg MC




Project costing If this is a project related expense, fill
Project Number - |n the PrOjeCt Costing fleld

Otherwise, you will use the Charge

Charge account account field to enter your COA
O Select favorite charge account. @ Enter charge account number (Chart of Accounts). This is for the
overall order. Splitting or charging
Charge To & ‘ lines separately is at the line level
' (see below)

_BUdgEtaw contrel The Budgetary control field would

01/02/2026 \ be used in June / July to indicate the

correct fiscal year budget to use.

Additional information

Additional information is not

Attribute Value hd

currently used.

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.

Notes

Note to Supplier

Category
Internal to Requisition|

Attachments Internal to Requisition
Category - I
Internal to Requisition ‘ Miscellaneous
""""""""""""""""""""""""""""""""""""""""""""""""""""""" To Approver
Drag and Drop
To Buyer
Select or drop files here
""""""""""""""""""""""""""""""""""""""""" To Receiver
URL Add URL .
I | To Supplier

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




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.

Cart

Requisition REQM0O000004

Requisition summary i
[ 2items Edit Multiple
Subtotal $56.95
Nonrecoverable Tax $0.00
Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School, r Approval Amount $56.55
Home, and Office Use, Teacher Supplies s business '
Sold By Amazon Capital Services Inc
[:] Descriutiour
$11.56 Each Your business purpose goes here
Quantt Justification
1 e /s B W Any other information can go here

Requester
Ms Kerri Reece

Deliver-to Location

Logitech MK540 Advanced Wireless Keyboard and Mouse Combo for Windows, 2.4 GHz r— 222 Admin Bldg MC
Unifying USB-Receiver, Multimedia Hotkeys, 3-Year Battery Life, for PC, Laptop aguagon bushness
Sold By Amazon Capital Services Inc —J S‘mrﬁf& 'g\:»
ultiple
O

$44.99 Each Funds Status
[ Not reserved

Quantit

| s & @

01/02/2026

B Self Service Procurement |E] My Requisitions VY Cart

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.

Requisition Line Details =

Requisition REQMO0000004, Line 1

Line Details Delivery and Billing Details

Billing

Total

Total Percentage Total Amount Total Quantity
100 $11.56 1

Distribution 1

10-110001-32150-74250-452-00000-00000-00000

Percentage Amount Quantity B

100 $11.56 1

Edit

Split




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

cart

Requisition REQM0000004

Check Funds

View Approvers

Requisition summa )
O 2items Edit Multiple View PDF
Subtotal

Nonrecoverable Tax

Save for Later

Sharpie Clear View Highlighter Sticks, Chisel Tip, Assorted Fluorescent, 8 Count - School, r— Approval Amount R ——
Home, and Office Use, Teacher Supplies ammgn s '
Sold By Amazon Capital Services Inc
Description
o 4$11.56 Each Your business purpose goes here
Quantit Justification
1 ey / Cb E[ Any other information can go here
Requester
Ms Kerri Reece
Deliver-to Location
Logitech MK540 Advanced Wireless Keyboard and Mouse Combo for Windows, 2.4 GHz r— 222 Admin Bldg MC
amagen

Unifying USB-Receiver, Multimedia Hotkeys, 3-Year Battery Life, for PC, Laptop

Sold By Amazon Capital Services Inc ;l‘l\ar]%_e TID
ultiple
O

$44.99 Each Funds Status

r Not reserved
Quantity
1 s B W Budget Date

: 01/02/2026

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.
Cart Submit

Requisition REQM0000004

Requisition summa
@ The requisition passed the funds check process. X q Y &
Subtotal $56.55
Nonrecoverable Tax $0.00

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.

Self Service Procurement o+ | @ Preferences

UofM Business Unit | 222 Admin Bldg MC

Q. Search for items or services

My receW\

Draft Requisition REQMO000004 pefvered  Requisition REQMO000003 pefvered  Requisition REQMO000002 pelivered  Requisition REQMO000001
Your business purpose goes here markers from 2nd oracle . highlighter order
grainger for implementation . for Oracle .
implementation order will be... mazon busines implementation mazan husines
1Line 1Line 1Line
Purchase Order POMO.... Purchase Order POMO.... Purchase Order POMO...
Creation Date Buyer Buyer Buyer

01/02/2026 Mr William J Mueller Mr William J Mueller Mr William J Mueller



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.

My Requisitions

Q. Entered By Ms Kerri Reece X Search for requisitions

Supplier Amazon Capital Services Inc 2 = Requisition Status Approved 0  Line Status Approved 0 | | Action Required Create change order 0

3items Requisitions. Lines | oy |
REQMO0000003 5
3 Purchase Order: POM0000003 sold by W W -
Delivered markers from grainger for implementation Grainger Inc Y $9.65 12/23/2025
Entered By Ms Kerri Reece
REQMO0000002 5
. Purchase Order: POM0000002 sold br -
Delivered 2nd oracle implementation order will be returned Amazon Capital Services Inc J $10.42 12/22/2025
Entered By Ms Kerri Reece D
REQMO0000001 5
2 Purchase Order: POM0000001 sold bt -
Delivered highlighter order for Oracle implementation ¥ $10.42 12/22/2025

Entercd By Ms Kerri Recac Amazon Capital Services Inc

5 self service Procurement  [[E] My Requisitions W/ Cart

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

@ Autosave ( J - MyRequisitionsL... = Saved to this PC
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1 |Requisitioning BU |Requisition Entered By Status Item Item Description Category Name
2 |UofM Business Unit REQMOO0000Q: Ms Kerri Reece  Delivered 499H33 TK135482919T Permanent Marker Set Asz Office Products and Suppli
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