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Overview

This document is intended to provide instruction for entering punch out purchase requests that will later
be assigned a purchase order number and electronically sent to the vendor. Each district determines
which vendors to set punch out with so the provided vendor screen shots are intended to serve as an
example only. While the vendor’'s websites will vary, they generally function the same.

Entering a Punch Out Purchase Request

1. From the Schools/Dept dashboard, click POUPPP ‘PunchOut Web Shopping’

Schools/Dept

srd | Schools/Dept | HOME

Workflow Approvals/Out-of-.. & @ A I PR Entry/PO Receiving 0 A School/Dept - Finance Repor... & @ A
Go to Workflow Tasklist £ POUPPR Enter Purchase Requests 2 OSPO3001: Purchase Order Status Inquiry
No tasks B POUPRC Enter a Receiver for a Purchase ... I 0OSPOS006: Open PO by Location
Refresned at Wednesday, November 17,2021 23553 (D B2 POUPPP PunchOut Web Shopping & 0SPO5010: Open PO by Responsibility C...

In Office
1 OSEN1101- Transactions by Account

Jobs Monitor Fa 7 PN Budget Transfers 2. A # OSEN3102: Encumbrance Transactions ...

Go to Jobs Archive & GLBUBAUB Enter Budget Transfer Request [ OSEN5001: Encumbrance Summary w A...

2. Before clicking the vendor’s shopping link, complete the following (see @ in screen shot below):

A. Enter or Lookup the Account number to charge the items to,
B. Enter the three-digit Ship To ID where the goods will be shipped,
C. If necessary, change the PO Security Code
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5 BusinessPlus PunchOut Web Shopping (POUPPP)
& Clear : -+
Pué)ut Vendors k;
(4 ],l
Shop Vendor ID Vendor Name
€ SCHOOL SPECIALTY X
002229 STAPLES ADVANTAGE In 20.11 Accounts can be |
looked up for Punch Out i
orders! |
|

Place the cursor in one of l+
— the account components TR
click the ellipsis and then ¥l
Finance Defaults o Lookup Account E
. wl
3
Shp To 1D = Ship To Adar . Al
il
= " ’ ¥
Product Code = Security Coda v GL Fully Qualified t'i
Tax Code . warenouse i &
Note Un-click the |
Fized aset Show Job Ledger Side "'
10 remove unnecessary ¥ Show Ledger [i

fields

Show Job Ledger Side ./ ™

N\

3. Click the Shop link to the respective vendor’'s website (see @ in screen shot above). Users will be
directed to the vendor's website.

4. Select the items to purchase and add items to a cart.

5. Submit order to BusinessPlus. Vendors generally have similar steps to review the cart and then
transfer the order into BusinessPlus though some may have multiple steps to do so. Vendor sites
often use terms like ‘View Cart’, ‘Checkout’, ‘Submit Order or ‘Transfer Order or any such
variations.

Submit Order
Total $93.78
4 items in cart
Delivery
Redi-Tag Page Flags. Assorted Colors. 0.47" Wide, 125/Pack (31118) & Remove
——4 tem #: 512653 | MFR & 31118
e 5 o~ |s22125m% $11.45
TRU RED™ File Folders, 3-Tab, Letter Size, Assorted Jewel Tone Colors, 100/Pack (TR58172) ® Bemove
. fiem #: 24416348 | MFR #: TRSE172Z | ON & 24416348
Delivery by Tuesday, Jun 07, 2022 2 v | 52082 100/7K $41.64
ON CONTRACT
g Post-it® Super Sticky Notes, 4” x 67, Playful Primaries Collection, Lined, 90 Sheets/Pad, 3 Pads/Pack (660-355AN) & Remove
- tem &: 562881 | MFR #: 65035SAN | ON #: 562881
i Delivery by Tuesday, Jun 07, 2022
2 v | $560 3/ $11.20
ﬁ @ Remove
Y 1 v | 529.40 118X $29.49
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6. The Purchase Request (PR) will automatically be created for the items selected in BusinessPlus. [t
is recommended that the user complete the Ship ATTN To field (see below).

NOTE: Account numbers are the only thing that can be changed on a punch out PR or
PO line item. Items cannot be added or deleted.

7. Click the pencil to Edit the record.

5 Busine

[i]

B Items

= -
=

# & -

ssPlus

= Switch to Added Records

Notes

Purchase Requests (POUPPR)

1z

1-10f | Records

Edit @=-

Unit Price Exte

8. Complete the Ship ATTN To field with person, department or room number to whom goods should

be sent.

ﬁ, NOTE: Do NOT use any punctuation or special characters (@%*) in this field!

= < > + 8 Edit 1of1 @&-
PR Number® RZZ00511 PO Nurmber L3 Status®™ PR - Secunity Code 1 -
Approval Code Requested By Katrina Brunetts Date Requested 06/06/2022 E
PO Total 0.00 PR Total 9378
Vender 1D 000803 Ship To ID 120 =
STAPLEDO BURTON ELEMENTARY
Vendor Name: STAPLES BUSINESS ADVANTAGE Ship To Addr Code. PR -
26315 5COTIARD
Vendor Addr Coder R -
HUNTINGTON WOODS. M
PO BOX 660405 48070
DALLAS, TX 75266-0409
Phone Cd v
I Ship ATTN To ART ROOM 102 _I
Details
PO Type* | » v | Blanket Amt 000 Rm 0.00
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9. If an account number must be changed or split, click on the Edit pencil to the left of the line item
and make the necessary changes.

Items Notes
= 4+ =B Edit =-
- Item Numb Quantity Units Unit Price Extended An Description Account

20-S5TI0000

0002 200 PK 560000 n20 Post-it Super Sticky Notes, 4" x &', | GL 110-111-0000-0000-120-0120-55110000 Y

0004 500 PK 229000 145 Redi-Tag Page Flags, Assorted Colf GL 110-1M-0000-0000-120-0120-55110000 ¥

0003 200 PK 20.82000 4164 TRU RED File Folders, 3-Tab, Letteq GL 110-11-0C00-0000-120-0120-55110000 Y

10. To change the account number, type over the existing one or place the cursor in one of the account
number fields, click the ellipsis and select Lookup Account.

Item Account Number

ltem Description

Swiffer Dusters Blend Refills, Yellow,
11Box (99035)

—
+ Add Account Switch to:| Amount Total: 100.00% Remaining. 0.00%

Account Percent

GL v | 110 m 0000 0000 120 | ;120 l55nooo:| - 100.00

Split Accounts Example

+ Add Account Switch to: | Amount

Remaining: 0.00%

Account
oL v | 110 L 0000 0000 120 0120 55110000 = |8 som Delete
6L v | Funp FUNC PROG | GaNT Lo RESP o8y - | som

11. After entering the Ship ATTN To field or making account number changes, press Enter. The
Record Accepted message will display.
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12. Go to the Workflow side menu option to submit the record into workflow.

Approvals

i1

r o
-
>
.
8

e -3

User 10 BRUNETTEX

ot 1O

Decumant #% 472001020 -
e

|

lt:l:JIn. A W o ma @ o

13. Click the drop down and select Purchase Document.

Approvals

Role 1D |
Document: PRR2200102-PO~ |
Verd 002220~Stat PR |

14. Click Approve to submit the record into workflow and then Submit. The record will route for
approvals. Upon final purchasing/business office approval, the order will electronically be sent to
the vendor and the creator of the purchase request and the purchasing department will receive an
email with the PO attached.

Approvals |

% Pending

Katrina Brunette
Group:

Since: 1171821 13:24-45
Onc 12721750 00:00:00

[Z' Link to Task List

v Approve

e Approve

Cancel ‘

.

|
|

15. Once the goods have been received for the punch out order, receiving is required in order for
invoices to be paid.
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Changes to a Punch Out Purchase Order

Only changes to the account numbers may be completed for punch out orders. Line items may not be
deleted or added.

How to Retrieve a Cart Someone Else Entered from School Specialty

Districts may be set up to allow teachers to enter a cart direct in the School Specialty website. This set
up must be coordinated between your Business Office and School Specialty. This will review how the
cart can be retrieved from BusinessPlus Punch Out.

1. From BusinessPlus, punch out to the School Specialty website
2. Click on the district name and select Carts

A LAKE ORION COMMUNITY SCHOOLS Katrina Brunette@oakland k12 mi.us

Organization: LAKE ORION COMMUNITY
SCHOOLS (100184672)

Quick Order
Ideas & Resources

Shopping

My Dashboard

3. Enter the Cart Number you wish to retrieve and click the search button &

”-School

Specialty. e a
ceety (o T5e

Shop Our Products Shop by Learning Environment Shop by Learning Model Featured Assortmenis deas & Guick Order My Dashboard

Enter Cart Number and find a Cart
click the Search button n

Carts v e e el

CART FILTERS +

CREATE CART

Cart Filters %t Mine

1-838-388-3224 L LAKE ORION COMMUNITY SCHOOLS Kasring Brunenedoakiand k1.2 mi us
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4. Review the order. Once confirmed the cart is the one you were looking for, click Transfer. Process
the order as you would a regular punch out order.

Cart #1015967868

Cart Status

Order Summary

Crder submitred by cuttomer Lervice recretestative
Subrots

= Evtmated Tax

- Shooeg

Tow

Cart Transfer

Can #1015967868 ("NicksJan'} | Awating Transfer 0L/31/2022

i = e

[ NicksJen (30 zems. $115.331 #1015967868 -

Awaung Transfer

Review the Cart and if
the one expected,
click Transfer

Comment

EDIT REJECT
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