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Creating an Order from a Punch Out Catalog 
 

What is a “Punch Out” Catalog? 

 

Punch-out catalogs are integrated external links to a supplier’s web-based catalog. The user 

accesses the supplier’s external web catalog through HACC’s SupplierConnect to search and 

select products from a supplier’s web catalog, then returns the items to the SupplierConnect 

shopping cart. The selected items are then automatically populated into the standard 

requisition/order process. 

 

 
 

The requisition “punch’s out” to a supplier.  The supplier’s website opens and the user can 

begin to select items or research items.  In most “punch out” supplier sites, there is the 

capability to create “favorites” at the time of order or as a wish list. 

 

 

 

“Punch Out” 

suppliers.  

Clicking on the 

supplier will take 

you out to the 

supplier’s website 

to research and 

select items. 
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Example: Punch-out Supplier Site 
 

 
 

B & H Photo is primarily an audio visual store.  The screen above is their main screen.   

 

B & H Photo, as with most “punch out” sites, provides their major categories on their main 

page allowing the user to select sub-categories which will eventually take the user to the 

individual items with prices.  Most sites provide navigational helps and search boxes to help 

in seeking a product.  The screen shot on the following page illustrates selecting a category 

and with further selections, the site will provide pricing. 
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Product Detail and Pricing Illustration 

 

 
 

In this illustration, the category for digital cameras was selected.  At this point the requestor 

may enter a quantity and “Add to Cart”.  The requestor may also add the camera to their 

“favorites” list for future ordering.   

 

 

 

 

 

 

 

 

 

 

 

 

 

Click to 

“add to  

cart.” 

 

Click to “add to a 

favorites list.” 
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If the requestor desires more detail, this is often obtained by clicking on the product, such as 

in this illustration, the camera model.  This further detail about the camera is displayed in 

the following screen shot. 
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After the requestor has found the product they desire, they enter the “quantity” and click 

“Add to Cart”.  While each supplier site differs in look and navigation, generally during these 

steps the requestor can “add to their favorites”, “continue shopping” or “check out” (finish 

shopping).    

 

 

 

Punch Out Back to SupplierConnect Main Page 

 

 
 

When shopping has been completed, the requestor can then “Checkout” or “Punch Out”.   

At this point the requestor is returned to SupplierConnect’s main page. 

  

 

 

 

 

 

 

 

 

 

Select PUNCH 

OUT.  The 

system will leave 

the supplier 

website and 

return to 

SupplierConnect 

to complete the 

order. 



6 

 

Carts Tab 

 

 
From the main page, the requestor would select the “Carts” tab on the navigation bar to open the 

cart/requisition to complete the order.   

 

There are occasions when the system returns the requestor directly to the “Active Cart” page.  

Completing an order requires review of the “Active Cart”.   

 

 
 

The completing of the actual order is identical for “punch out”, “hosted” and “non-catalog” 

suppliers.  Those details are covered in a guide entitled “Completing and Placing the Order”. 

Carts Tab to open the 

cart/requisition. 

Active Cart 

 


