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Shopping Using Punch-Out Catalogs

There are two types of catalogs in UD Exchange: hosted and punch-out. Both types of 
catalogs have UD-specific items and prices offered by UD-contracted suppliers.
• Punch-out catalogs are accessed from within UD Exchange but are maintained on 

the suppliers’ own websites.
• Punch-out catalogs are created and maintained by each supplier. 
• The exact steps of how to search, shop, and add items to your shopping cart 

will vary from supplier to supplier.
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Suppliers with a punch-out catalog are marked with a 
gray square icon with an arrow in it.

From your Shopping Home page, select a supplier by 
clicking on the tile with the supplier’s logo or name.
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You will automatically be connected to the supplier’s punch-out site.

Punch-outs will 
always have an 
option to cancel 
to return to UD 
Exchange.
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Search for an item using the punch-out catalog’s functionality
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• Locate the item you want and enter the Quantity needed.
• Click Add to Cart.
• Continue to shop and add items to your shopping cart, if needed.
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When you are finished shopping and ready to 
checkout, go to your shopping cart.
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Review your order and select Continue to Checkout.
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You will be returned to a UD Exchange shopping cart.

Enter a unique shopping Cart Name to easily identify or search for your shopping cart.

If you have been advised that your Requester will complete the shipping and financial details 
for your orders, click Assign Cart and select your Requester.

OR
If you have been advised that you are responsible for completing the shipping and financial 
details, click Proceed to Checkout to complete the details on the draft requisition before 
assigning.



Additional Catalog Features

• Advanced Search
• The Advanced Search feature is more widely available for hosted catalog 

items. 
• Unless a punchout supplier uses “Level Two” data in their punch-out site, their 

products will not be included in results from an Advanced Search in UDX.

• Adding Favorites
– The favorites feature is generally only available for hosted catalog items. 
– If a punchout supplier uses “Level Two” data in their punch-out site, their 

products can be saved as favorites.
– Other punch-out suppliers may offer an option to save favorites on their 

punch-out websites.
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How to use Advanced Search:

To search for items across all UD hosted catalogs, go to:
Shop > Shopping > Advanced Search
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Use the Advanced Search window to enter criteria for the item you are looking for.

Click Search.
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Punch-out catalog results will have an Order From Supplier link directly to the item 
in that supplier’s website rather than the item’s price that would be displayed in a 
hosted catalog result.

If the supplier maintains a 
“level two” punchout site, an 
item can be saved as a 
favorite!
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How To Add a Favorite:

If you order the same item frequently, you can click the heart icon to add it as a favorite.
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The Add Favorite window will appear.
• Add any details in the Edit Item Details section.
• Select your destination folder.
• Click Save Changes.

You may have 
to create a 
new personal 
folder the first 
time you add 
a favorite.
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To find your favorites the next time you shop, go to:
Shop > Shopping > View Favorites
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Open your folders to view your saved favorites and punch out to that supplier’s website by 
selecting Order from Supplier to add them to your cart.
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Questions:
• procurement@udel.edu

Resources:
• Procurement Services Website
• Shopping Using Hosted Catalogs
• Assigning Shopping Carts
• Adding Details to Shopping Carts
• Adding Financial Information to Requisitions

mailto:procurement@udel.edu
https://www1.udel.edu/procurement/
https://www1.udel.edu/procurement/UDX/NewUX/Shoppers/UDX%20Shopping%20Using%20Hosted%20Catalogs.pdf
https://www1.udel.edu/procurement/UDX/NewUX/Shoppers/UDX%20Assigning%20and%20Unassigning%20Shopping%20Carts%20to%20and%20from%20Requesters.pdf
https://www1.udel.edu/procurement/UDX/NewUX/Shoppers/UDX%20Adding%20Details%20to%20Shopping%20Carts.pdf
https://www1.udel.edu/procurement/UDX/NewUX/Requesters/UDX%20Adding%20Financial%20Information%20to%20Requisitions.pdf
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