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A. Getting Started 

Purpose 
This job aid provides step-by-step instructions for purchasing business-related goods through 
the Amazon Business Punchout in Workday (the “Punchout”). 
 
The Punchout allows you to shop in Amazon Business while completing the purchasing and 
approval process through Workday. 
 

(1) Why We’re Changing the Process 
The Punchout provides a simpler, more automated purchasing experience by moving 
Amazon purchasing and approvals into Workday. 

(2) What’s Changing 
 Start in Workday. Create a requisition (“Requisition”) in Workday and access 

Amazon Business through the Punchout. 
 

 Shop in Amazon Business. Add the items you need and return your cart to 
Workday. 

 

 Get approval before purchasing. Your Requisition routes for approval before 
the Amazon order is placed. 

 

 Select a Babson Ship-To location. Orders are delivered to an available Babson 
location selected in Workday. Home delivery is limited to approved exceptions. 

 
(3) Process at a Glance 

 

 

 

 

(4) When to Use This Process 
Use the Punchout when purchasing business-related goods from Amazon on behalf 
of Babson College. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Approve 
PO 

Workday Purchase Order Amazon Workday Amazon Shipped to Babson Approval 

 

KEY BENEFIT 
Purchases made through the Punchout do not require an 
expense report. Once your Requisition is approved and the order 
is placed, there is no separate expense report for you to create and 
submit. 
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B. Buying Through Amazon Business and Submitting the 
Requisition 

Step 1: Access Workday  
Navigate to Workday and sign in using your Babson credentials.  Once you are logged in, the 
Workday home page will appear (see image 1 below).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 

 

Step 2: Start a Requisition 
You can start a Requisition two ways within Workday.   

 
(1) Choose either method below to start: 

a. Option 1 – From the Search Bar 
 You can create a Requisition using the Workday Search bar. 
 

(i) Type “Create Requisition” in the Search bar at the top of any Workday 
page or in the center of the Workday home page.  

 
(ii) As you begin typing, “Create Requisition” will appear as on option below 

the Search bar.  

Image 1: Workday Home Screen 

 

DID YOU KNOW? 
 
 

A Requisition is a request in Workday to purchase 
goods or services.  To purchase through the Amazon 
Business Punchout, you must first start a Requisition 

in Workday. 
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(iii) Select “Create Requisition”. (see “a” in image 2 below).   

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

b. Option 2 – From the Side Bar 
You can also create a Requisition using the Workday sidebar. 

 
 (i) Hover over “Organization” in the left sidebar.   
 

(ii) When the menu appears, select “Requisition” (see “a” in image 3 below).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

Image 2: Searching for “Create Requisition” in Workday 

Image 3: Selecting “Requisition” from the Workday Sidebar 

a 
 

a 
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(2) Connecting to Supplier Website 
You will be taken to your personal Requisition Dashboard (see image 4 below).  Scroll 
to the Ordering Methods section and select “Connect to Supplier Website” (see “a” 
image in 4 below). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 

 
 
 

(3) Connecting to Amazon Business  
The “Connect to Supplier Website” screen will appear.  Locate Amazon and select 
“Connect” (see “a” in image 5 below).   

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

 

 

Image 4: Selecting “Connect to Supplier Website” 

Image 5: Connecting to Amazon Business 

a 
 

Instructions 
 
A Requisition is a request in Workday to purchase goods or services.  
 
For purchases made through an approved Punchout, refer to the applicable Job Aid for step-by-step instructions: 
 
                                      Amazon Business Punchout Job Aid WB Mason Punchout Job Aid 
 
For Requisitions other than Punchout purchases, supporting documentation is required, as applicable, and may include: 
 
-- Quotes (three quotes for purchases of $10,000 or more) 
--Bid Exception Form (for sole- or single-source purchases) 
A i t d hibit  (  St t t  f W k d   M t  S i  A t) 

a 
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Step 3 – Shop in Amazon Business 
(1) Once Connected from Workday, you will be taken to the Amazon Business home page 

(see image 6 below).   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

(2)  Use the Amazon Business toolbar to access additional purchasing tools, savings and 
business – specific shopping options (see image 6 above): 

   

Search Bar – Search for the product(s) you need.  
 

Business Essentials – Browse commonly purchased business products. 
 

Business Savings – View available business pricing and savings opportunities. 
 

Higher Education/Campus Savings – Access higher education-specific offers 
and campus supply savings. 

 

 Cart – Begin checkout process by selecting the cart icon. 
 

 

(3) Proceed to shop for work products as you normally would on Amazon and add the 
items you need to your cart.  Once you have completed your shopping, select “Cart” 
to review your items and proceed to checkout (see “e” in image 6 above.) 

 
(4) Review your purchases before checking out (see image 7 below).   
 
 
 
 
 
 
 
 
  
 

 

 
 
 

 
 

c 
  

e 
 

d 
 

c 
 

b 
 

Image 6: Amazon Business Punchout Landing Page 

Image 7: Checking Out Through Your Amazon Cart 

a 
 

a 
 

b 
 

c 
 

e 
 

d 
 

a 
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The Punchout checkout process differs from the standard Amazon Business account 
experience in the following ways:  
 

a. Shipping Address – Orders will ship to Babson campus locations.  A home 
shipping address is only available with an approved Ship-to-Home Exception 
(see “a” in image 8 below).   

 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
b. Approval Required – Amazon purchases must complete the required Workday 

approval process before the order is placed (see “b” in image 8 above). The 
approval process is the same as approving expense reports; however, the 
approval now occurs prior to purchase. 

 
c. Submit Order – Select “Submit Order for Approval” to return the cart to 

Workday and continue the requisition process (see “c” in image 8 above).  You 
have not yet placed the order in Amazon. 

 

 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

c 
 

b 
 

a 
 

c 
 

b 
 

c 
 

Image 8: Submitting Amazon Purchases for Approval 

c 
 

c 
 

b 
 

a 
 

IMPORTANT SHIPPING INFORMATION 
 
 

Ship-to-Home Exceptions are limited to the following two situations: 
     (1) You are a fully remote employee and do not regularly report to campus. 
     (2) You need a one-time exception to ship a large home-office item directly to    

your home. 
 
If neither circumstance applies, do not submit a Ship-to-Home Exception 
request.   If one of the above circumstances applies, see the Ship-to-Home 
Exception Job Aid for additional information. 
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Step 4 – Complete and Submit the Requisition in Workday 
(1) After selecting “Submit Order for Approval” in Amazon, you will now see your 

Punchout cart appear as a Workday Requisition.  From this page, you can confirm the 
Requisition summary, review the accounting information, remove items, add more 
items by going back into the punchout, save the Requisition as a draft or submit it for 
approval (see image 9 below). 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

a. Requisition Summary – Review and confirm the correct the Company, 
Requester, and Total Amount (see “a” in image 9 above). 

 
b. Requisition Items – The items from your Punchout cart appear on the left side 

of the Requestion (see “b” in image 9 above).   
 
c. Item Details – Select an item in the Requisition to view its details, including the 

description, spend category, supplier, quantity, unit cost, and extended amount 
(see “c” in image 9 above). 

 
d. Checkout / Continue Shopping – Once you have reviewed the Requisition and 

confirmed the information is correct, select “Checkout” to continue.  If you 
need to add additional items, select “Continue Shopping”, then “Connect to 
Supplier Website” to return to the Punchout (see “d” in image 9 above). 

 
 

(2) Once you select “Checkout” from the Requisition, you will be taken to the Workday 
Requisition Checkout page.  This page provides the Requisition details and 
summary and allows you to remove items and add applicable worktags, save the 
Requisition as a draft, or submit it for approval (see image 10 below). 

 
 
 
 
 
 
 

Image 9: Moving from the Punchout to the Requisition 

b 
 

a 
 

d 
 

c 
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a. Requisition Items – Review the items included in the Requisition across the 
line-item table and confirm quantity and price are correct (see “a” in image 11 
above). 

 
b. Add/Remove Item – Use the + or -  controls to add or remove Requisition lines 

(items), if needed (see “b” in image 11 above).   
 
c. Worktags – Scroll horizontally across the line-item table to access applicable 

worktag fields, including Project, Gift, and Grant, when needed (see “c” in 
image 11 above). 

 
d. Save or Submit – Select “Save for Later” to save the Requisition without 

submitting it, “Continue Shopping” to return to the Punchout, or select 
“Submit” when the Requisition is complete to begin the required Workday 
approval process (see “d” in image 11 above). 

 
 
 
 
 
 
 
 
 
 

 

Image 11: Completing your Punchout Purchase  

c 
 b 

 

d 
 

a 
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C. After Submission: Approvals and Order Fulfillment 

Step 1: Requisition Approval 
After you submit the Requisition, it will route through the required Workday approval process.  The 
Amazon order is not placed under all required approvals are complete.  
 
 
 
 
 
 
 
 
 
 
 

Step 2 – View Requisition Status 
After submitting your Requisition, you can monitor its status in Workday. 
 

(1) In the Workday search bar, enter “My Requisitions”.  You can either select “My 
Requisitions” directly from the drop-down results or press “Enter” and select the My 
Requisitions report from the search results (see image 12 below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 

(2) After selecting the “My Requisitions” report, you will be taken to the report criteria 
page (see image 13 below), where you can enter parameters to narrow the requisitions 
displayed in the report.  

   
a. Date Parameters – Enter a “Document Date On or After” and “Document 

Date On or Before” that includes the Requisition you are looking for.  If the 

IMPORTANT INFORMATION 
 

The approvers for Punchout purchases are the same approvers used 
for expense reports.  However, approval now occurs before the 
purchase is placed with Amazon.  Restricted items will also route to 
Procurement for additional approval. 
 
 
 
 
 

Image 12: Searching for My Requisitions in Workday 

e 
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Requisition falls outside the selected date range, it will not appear in the results 
(see “a” in image 13 below). 

 
b. Additional Filters – Complete other fields only if you want to further narrow the 

results. 
 
c.   Okay – Select “Okay” to run the report and view your Requisitions (see “b” in 

image 13 below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step 3: Review Requisition Status Progress 
(1) After entering the report criteria and selecting OK, the My Requisitions report will 

display the requisitions that meet your search parameters. From this page, you can 
review key information including the requisition number, document date, total 
amount, supplier, purchase order number, and current request status (see image 14 
below). 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Image 13: My Requisitions Report Criteria  

b 
 

a 
 

Image 14: My Requisitions Report Results 

c 
 

b 
 

a 
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a. Requisition Number – Select the blue Requisition number to open a specific 
Requisition and view additional details, including approval and process history 
(see “a” in image 14 above).  

 
b. Request Status – Displays the current status of the Requisition (see “b” in image 

14 above). 
 
c. Edit Requisition – Select the corresponding “Edit Requisition” to make changes 

to a Requisition in Draft (see “c” in image 14 above). 
 

Step 4 – View Requisition Details and Approval Progress 
(1) Select the blue Requisition number from the My Requisitions report to open the 

individual Requisition. 
 
(2) On the View Requisition page, you can review additional requisition details, 

including item details and approval history.  to open that requisition and view 
additional details, including the approval and process history. At the bottom of the 
page, you will see the Goods Lines, Balances, and Process History tabs (see 
image 15 below). 

 
a.   Goods Line – Displays the individual items included in the Requisition. 
 
b.  Balances – Displays financial activity associated with the Requisition. 
 
c.   Process History – Displays the approvals required and processing history for 

the Requisition. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Image 15: My Requisitions Report Results 
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(3) Select “Process History” to review the approval progress for the Requisition.  
Process History displays each approval step, its current status and a timestamp of 
when that step in the approval process was completed (see image 16 below). 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
a. Step – Identifies each step in the approval process (see “a” in image 16 above). 
 
b. Status – Shows whether the step is completed, pending, or not required (see “b” 

in image 16 above). 
 
c. Completed On – Shows the date and time a completed step was processed (see 

“c” in image 16 above). 

Step 5 – Order Confirmation and Fulfillment 
(1) Once all required approvals are complete, Workday generates the purchase order and 

transmits the order to Amazon Business.  You will then receive an Amazon order 
confirmation email with the order details (see image 17 below). 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Image 17: Viewing Your Amazon Business Order Confirmation 

Image 16: Viewing Approval Progress for a Submitted Requisition 

a 
 

b 
 

c 
 

a 
 

b 
 

c 
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From the confirmation email, you can review: 

 
a. Purchase Order / Reference Number – the Workday PO associated with the 

Amazon order and Amazon’s Order Number (see “a” in image 17 above). 
 
b. Item Details – the confirmation email separates the order by item or shipment 

and provides detailed information for each item (see “b” in image 17 above). 
 
c. Estimated Delivery Date – the date each item is expected to be delivered (see “c” 

in image 17 above). 
 

 
 
 
 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Did You Know? 
 

Once the Amazon Business order confirmation is 
received, no additional action is required from you 
unless otherwise notified.   
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D. Summary 
You now have completed the steps to purchase through the Amazon Business Punchout, submit 
your Requisition for approval, monitor its progress in Workday, and confirm that your approved 
order has been transmitted to Amazon for fulfillment. 

For questions about the Amazon Business punchout process, please contact the Procurement 
Office. 

 

mailto:procurement@babson.edu
mailto:procurement@babson.edu
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