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How to Connect to Supplier Website (Punchout) 

1. On the Workday search box, type in “Create Requisition” and select the task. 

 
2. Review the following information, make changes if needed and select “OK” 
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3. Review the instructions if needed and select “Connect to Supplier Website” 

 
 

4. Select which Supplier website is needed for this request (for this example we are 
going to use Amazon) select “Connect” 

 
5. Browse or search for needed items or materials and add the items to your cart 

 

6. Enter the delivery details (MUST be an FAU Address) and Submit 
7. From the Supplier Website, it should bring you back to your Workday cart 
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8. Review that the information and items needed are correct and select “Checkout” 

 

9. For additional information for “Checkout”, please refer to the job aid “Create 
Requisition Non-Catalog” for checkout and shipping directions.   


