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PUNCHOUT
Text goes here



How to Submit a Punchout Requisition
• From the home screen of Govs Suite, navigate to the top left menu icon or go to 

Procurement on the ribbon.



How to Submit a Punchout Requisition
• Select Purchase Requisition (New) by either going to the Procurement tab from the 

menu (as shown on the left) or by selecting the Purchase Requisition (New) from the 
ribbon (as shown on the right).



How to submit a Punchout Requisition
• Scroll down to “Shop by category” and select “See more.”



How to submit a Punchout Requisition

• Select the supplier.
• For example: Select Staples. Type 

in the Zip Code.
• Search for your items and place 

them in the cart.



How to submit a Punchout Requisition
• When you have finished shopping review and checkout or click on the cart.



How to submit a Punchout Requisition
• Submit order.



How to submit a Punchout Requisition
• Once you are back in Govs Suite, make sure you have the correct FOAP. If you need to 

change your FOAP, click on the pencil (edit) beside “Requisition summary.”



How to submit a Punchout Requisition
• You may change your FOAP under “Charge Account” or use a FOAP from your 

favorites.



How to submit a Punchout Requisition
• You can also click the box form beside the FOAP.



How to submit a Punchout Requisition
• Click on the FOAP you need to change. Type in the number by name.



How to submit a Punchout Requisition
• Once you have chosen the correct FOAP, apply changes. 



How to submit a Punchout Requisition
• Name the cart in the description field and then update.



How to submit a Punchout Requisition
• If you have multiple lines that required different FOAPs, you may click the truck icon.



How to submit a Punchout Requisition
• Scroll down to the FOAP, click on the 3 dots and select edit. You can also split the 

FOAP.



How to submit a Punchout Requisition
• Type the correct FOAP or click the arrow in the “charge to” box.



How to submit a Punchout Requisition
• Submit.



How to submit a Punchout Requisition
• Once you have submitted or saved a punchout for later you can view it by going to 

Procurement tab in Govs Suite and then Requisitions. It will show up under “My 
recent requisitions.”



How to submit a Punchout Requisition
• You may view approvers, history and cancel the requisition by clicking the tile and 

selecting the 3 dots.
• When the requisition has been approved a PO has been issued and the requisition 

will show “Ordered” in green.



How to submit a Punchout Requisition
• To view the PO number, click on the requisition title and the PO number will be on 

the line item.
• You may also view it by clicking on the My Requisitions tab at the bottom or by typing 

your name in the search bar of My Requisitions.



How to submit a Punchout Requisition
• If putting in a Dell Punchout the process will be the same.
• If you have a quote for Dell, click on quotes and put in the quote number. It will load 

your items from the quote. Click check out and return to Govs Suite to edit your FOAP.


	How to submit a punchout requisition
	Punchout
	How to Submit a Punchout Requisition
	How to Submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition
	How to submit a Punchout Requisition

