
Made with Scribe - https://scribehow.com 1

Amazon Punchout in Workday

1 If you are ordering on behalf of others - use an Amazon List!

Prior to going into Workday Login to Amazon

Click "Lists"

Lists can easily be accessed when you are in the punchout.

Make sure you close this pre-work tab BEFORE using the Workday Punchout

https://www.amazon.com/ref=ap_frn_logo
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2 Login to Workday

Workday Initiating Punchout

https://www.myworkday.com/flpoly/d/home.htmld
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3 Click the "Search" field.

Copy and paste the task name:

"Create Requisition"

Into the search bar at the top and select the highlighted result.

Click "Create Requisition"
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4 The "Requester Name" will default to your name.

If the package is to be delivered to someone else, please put the correct person in
this field. This is where the Name for the shipping label will be generated
from.
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5 Click the "Requisition Type" field.

Click 'Punch Out Requisition'

Tip!
Shipping Label-specific information is in Step 4 (Requester Name), Step 6
(Deliver-To), and Step 16 (Memo to Supplier)!



Made with Scribe - https://scribehow.com 6

6 These two options will be defaulted to the requester's address but can be
updated. This is where the Office Location and Address for the shipping label
will be generated from.

"Deliver-To" - Update it for the correct workspace you are wanting the package
delivered to.

"Ship-To" - There are two approved addresses in Workday for Florida Poly (Main
Campus or FIPR). You may select one of the two depending on where you need
items delivered to.

IMPORTANT!

The following fields will be seen repeatedly throughout this user guide.

1. 'Cost Center'

2. 'Grant' (if applicable)

3. 'Fund'

4. 'Program'

5. 'CIP Code'

Confirm these with your supervisor to see if any changes need to be made with
specific items in mind.
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7 Complete the highlighted fields below.

1. 'Space Impact'

2. 'Cost Center'

3. 'Grant' (if applicable)

4. 'Fund'

5. 'Program'

6. 'CIP Code'

7. 'Additional Worktags' (if applicable)

Click "OK"
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8 Click "Connect to Supplier Website"

9 Navigate to the Amazon Punchout and Click "Connect"

You'll be redirected to the centralized Amazon Business account homepage.
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Navigating Amazon in Punchout

10 Click the "Search Amazon Business" field to find items you are looking for in
Amazon.

Search the catalog and identify item(s) to be purchased.

Select the product you wish to review to navigate to the product detail page.

Confirm quantity, add items to cart, and proceed to checkout.

Tip!

Any list created on Amazon can be shared with you by having them add
your Florida Poly email address.

All faculty and staff can sign in to Amazon via SSO - just go to amazon and enter
your Florida Poly email address.

____________________________________________________________________

Product considerations:

• Prime eligibility

• Expected delivery time

• Quantity

• Seller and fulfillment
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11 Accessing an Amazon Lists while in punchout.

Click "Lists"

12 Accessing previously purchased items while in punchout.

Click "Returns & Orders"
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13 After you have added all items to your cart and are ready to check out.

Click "My Cart"

Review your items in your cart.

Click "Proceed to Checkout"

Checking Out in Amazon
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14 In Checkout, you will confirm shipping and delivery options.

Click "Submit Order for Approval"

Note: After you return the cart to Workday, it will finalize the requisition per our
university's internal approval process. It will then send the PO to Amazon to start the
fulfillment process.
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15 You will now be transitioned back to Workday.

Click "Checkout"

Tip!
Shipping Label-specific information is in Step 4 (Requester Name), Step 6
(Deliver-To), and Step 16 (Memo to Supplier)!
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16 Now you will complete your requisition as usual.
Click the "Memo to Suppliers" field.

These details will be on your shipping label behind your Name and Office
Number.

Please ensure the memo field is limited to a maximum of 15 characters, as
longer text may not fit within the Shipping Label format.
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17 Click the "Internal Memo" field.

In this field, you will need to provide a brief justification/benefit to the university
for your purchase.
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18 Check your line items.

If the spend category is:

• Pre-populated - do not change it.

• Blank - please select the correct category for your items.

After you have confirmed your line items are correct. Click the blue "Submit"
button in the bottom left corner.
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19 Reminder!
Your requisition has not been submitted until you click "Submit" one more time.

The Alert is to confirm that this purchase/expenditure does not violate BOG
regulation 9.016 for Prohibited Expenditures.
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20 Click the "Search" field.

Type or copy/paste your requisition number:

"PR-XXXXXXX"

Hit "Enter"

HINT: The first two numbers after the dash are the fiscal year this requisition was
put in. Ex. PR-26XXXXX is a requisition put in FY26.

Process History & Status of Requisitions
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21 Your requisition should show in the search.

HINT: If your requisition does not show up. Hit "More Categories," and it should
populate because it falls under the Procurement section.

Pro Tip!

If you would like to avoid hitting "More Categories" every time you search, you can
click the "Configure Search" button at the bottom (highlighted in the gray box
above). This will allow you to move the Procurement (or other categories) to one
of your saved categories.
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22 Click "Process History"
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23 Accessing previous orders or creating a return.

Click "Returns & Orders"

24 Accessing Business Analytics

How to See Past Orders in Amazon
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25 Accessing Business Analytics

The following reports may be helpful when reviewing purchasing activity:

• Pay by Invoice – Displays charges and refunds at the line-item level and includes access to
PDF invoice documents.

• Orders – Provides order history and status updates with detailed line-item information.

• Returns – Allows users to track and view return activity.

• Refunds – Tracks refunded products, associated payments, and refund statuses.

Each report can be filtered using fields such as account user, PO number, order
ID, or invoice number to help locate specific transactions.

When running any report, be sure to adjust the Document Issue Date to an
appropriate time range. If the date range is too narrow, the system may return no
results. Selecting Past 12 Months or Year to Date will typically capture most
relevant orders in the system.




