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Step 1:  Log in to system. 
 

 

You are now logged in to the BusinessPLUS Software. 

 

Input: Your Computer 
Credentials (Ex: jdoe and 
your current password 
for your computer.   
Click: 

 

Note: Menu will display. Scroll up/down 
for a complete menu of options. 
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Step 2: Access the PunchOut Web Shopping (POUPPP) Screen. 
**NOTE: There are three options for accessing the PunchOut Web Shopping Screen. 

 

Option 1 – Secretary Dashboard 
 

 
 
PunchOut Web Shopping (POUPPP) Screen will populate. (To skip example of Option 2 go to page 6 to proceed.) 
 

 
 

 

Click:   
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Option 2 – Menu 
 

 
 
 
 

 
 
 
 
 

 
 
 
 
 
 

 
 
 
 

 

 

 Click:   

User Name Personal Dashboard 

Click:   

User Name Personal Dashboard 

 Click:  

 

 
Click:  

 

User Name Personal Dashboard 
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PunchOut Web Shopping (POUPPP) Screen will populate. (To skip example of Option 3 go to page 6 to proceed.) 

 

 
 
Option 3 – Search Field 
 

 
 
 
 
 

 
 
 
 
 
 

 

User Name Personal Dashboard 

Click:   

User Name Personal Dashboard 

Input:  Mask (POUPPP)                              

Click:  
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PunchOut Web Shopping (POUPPP) Screen will populate. 

 

Step 3: Input Account #. 
 

 

Input:  Account # (Only one account is 
allowed; you may change account # if 

multiple accounts are needed in Step 8.)                  

List of Vendors will 
display here. Use Scroll 
bar to view all vendors.  
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Step 4: Input Ship to ID. 
 

 

 

 

 

 

 

Step 5: Input Security Code (Campus/Department Location #). 
 

 

Input:  Ship ID (Location of where items 
need to be delivered.) Code needs to be an 
“S” followed by 3 digit location # (Ex: S915)  

**Note:  Only Schools should change the Ship ID for Office Depot and 
Gulf Coast orders. All Departments should default to S915 (Warehouse)                              

3760 ROBINDALE RD., BROWNSVILLE, TX, 78526 

Click:                         
Input/Select: Security Code (Ex: 734)  
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Step 6: Input Ship to Address. 

 

 

Step 7: Select Vendor-Start Shopping. 
 

 

 

 

 

 

Click: Select: Address 

Click:                      
for desired vendor. 
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You will be redirected to the vendor website.  

 

 

Search items you wish to purchase; see example provided. 

 

 

 

 

 

 
 

 

 

 

Input: Quantity           

Click:                      
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You will be directed to your shopping list/cart; review all items prior to checkout. 

 

**Note: Be sure to review all items! You will NOT be able to make any changes after this point. 

 

Click:                  

Click: Cart, to view 
your list of items. 
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Order is being processed, screen may blank out for a few seconds. 

 

 

Purchase requisition is being created… 
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A purchase requisition has been created; PR# has generated and your items are listed. 

 

 

 

Step 8: Input Details Information: Account Type, BID# and Contract #. 
 

 

 

 

 

 

Click:                  
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Detailed purchase requisition screen will populate. 

 

 

 

 

 

 

 

 

**Note: All three fields needs to be filled in with correct information, to avoid system error and/or PR rejections 
causing delays. 

 

Use scroll bar to 
navigate through 

screen. 

Input Vendor Bid # or Resolution # or Board 
Approved date. If none; specify type of purchase, 
such as: TRAVEL, REIMBURSEMENT, MEALS, etc... Specify whether Fund is 

FEDERAL, STATE or LOCAL. 

Input: Cooperative Contract # (ex: DIR-SDD-1951) found 
on quote, or BID expiration date. Or if PR is for TRAVEL; 

input the Travel Id# from WebTravel. If none; input “N/A” 
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You are now ready to approve Purchase Requisition.  

 

Step 9: Add Attachments 

 

 

 

 

 

Message box 
will populate. 

Click:               
to open menu field. 
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**NOTE: Document to be attached should be saved in your files prior to attempting to attach. 

 

 

Attachment Dialogue Box will display.  

 

 

 

Click:                

Click:                
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Input a title/name.      

Click:  

Click:   Select 
 

Select the file.                              
(Will display in “File name” field)       
Click: Open 
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Message bar  will populate. 

 

 

 

File has been uploaded/attached. Click on file name to open document. 

 

 

 

 

 

 

 

Click:                

Click:  
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**NOTE: Verify all information; once complete, you may proceed to approving the PR. 

 

Step 10: Approve PR 
 

 

Click:  

              

For any additional 
attachments needed 

Click:  
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Click:                

Click:  
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**Reminder: Make sure Purchase Requisition is correct prior to approving! 

 

 

 

 

Approvals field will expand.                

Click to approve 
and submit to the Workflow. 
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Comments box will populate. Space is available for any comments for the approvers.  

 

 

**Note: DO NOT use special characters; such as: #, &, $, @, *, %, etc… PR will not go thru. 

 

 

 

 

 

 

 

 

 

Click:  

Successful message 
Popup appears. 
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See example of a complete PR below. 

 

Notice: Next 
approver in line 
is - Pending… 

Note: Approval comments 
will display in this area 

under each approver role. 

Note: A “PO#” has been 
assigned after PR has been 
approved by all users in 
accordance to the workflow 
module. 

 
User Name 
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Once the PR has been fully approved; the PR Originator will receive an e-mail notification. See example e-mail below. 

 

 

Note: Delivery of items may vary depending on when a purchase order is generated by system; per 
completion of the workflow process module. For any questions or concerns regarding your order you will 
need to contact Purchasing Dpt.  @ (956)548-8361. 

Email provides details of the Workflow 
history and a link to the documents 
that were attached to the PR. 

 
User Name 
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