Quick Reference Guide BobcatBuy

How To Shop Punchout Catalogs

A Punchout catalog provides direct access to a Supplier’s shopping site allowing you to select
from millions of products instead of only the preferred products loaded into Bobcat Buy that
you can find through the search bar (refer to How to Shop Hosted Catalogs QRG-Pro-0319-001
Revl).

Once you have gone to the supplier’s site, selected your products and checked out, the system
brings you right back into Bobcat Buy to complete the requisition process. This is a very simple
method that allows you to shop for less common types of products.

1. Start by selecting any of the tiles that include the term “Punchout”
a. Ifyouselect a tile that says only “Punchout” and not “Catalog & Punchout” you
will be taken directly to the suppliers site.
If you select a tile that says “Catalog & Punchout” you will see a drop down that
allows you to either search the hosted products or navigate to the Punchout.
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After selecting Punchout, the suppliers site will open up in your browser and you can
begin shopping.
a. Note: if the window does not open, it may be because you have your popup
blocker on and you will need to disable it for the Punchout you have selected.

Once you have finished shopping in the supplier’s site, follow the prompts to check out
within the supplier site. ltems will then automatically transfer back to your Bobcat Buy
shopping cart and you can complete checkout. Your items will automatically appear in
your Bobcat Buy shopping cart as shown below, along with any other items you’ve
added to your cart.
a. Note: the checkout process is the same for hosted and Punchout products, refer
to the How to Shop Hosted Catalog Quick Reference Guide number QRG-Pro-
0319-001 Rev1 for details on checking out.
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