Punch-Out Catalog – Sundance Office

1. Log on to The Purch.
2. Click on the Sundance Office tab located in the Punch out Catalogue section on the home Screen.





3. This will bring you to the Sundance shopping page and you can begin to search for items needed.
[image: Snapshot of screen showing the user an example of the above text directions. ]

4. When you have found the item you wish to purchase, click the Add to Cart button.





5. When you are ready to check out click on the cart button located at the top right of the Screen.


6. After Reviewing your order to make sure it is correct, select the Continue Button.


7. This will bring you back to The Purch. From here you will click on the proceed to checkout located in the top left of the screen.


8. This will Bring you to the Requisition Screen.
9. From here you will click the Pencil icon next to shipping to add the shipping information. 


10. Select which campus you want the order to be shipped to by typing the Address in the Search box. For this example, we will be using the Tahlequah shipping and receiving address.
11. After you have selected the address click the save button to continue.

12. Next, we will add the account code. Click on the pencil icon in the Accounting Codes section to add the FOAP. 


13. Here you can add your Fund, Org, Account, Program and activity code.
14. Once you have done this, click the save button to continue.

15. After you have double checked that the information you have entered is correct, click the place order button. 


16. Your order is now on its way to be approved by your account supervisor and to be the purchasing office to be made into a PO. [image: Snapshot of screen showing the user an example of the above text directions. ]
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