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This guide provides instructions to create office depot punchout requisition.

Note: Follow each step as instructed; otherwise, the guide might stop. To start a guide over, return to the Home page.
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Select Purchase Requisitions (New).
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My recent requisitions

Draft  Requisition RQHLTO000597 Approved  Requisition RQHLTD000596 Approved  Requisition RQHLT0000595 Ordersd  Requisition RQHLTO000594
1 Line Test Test LABEL VERBAL OR PHONE ORDER RL/500
3 lines Tiine 600-0006 (ORDER BY FAX ONLY)
1Line
Purchase Order SFHLT-0000518
Creation Date Buyer Buyer Buyer
2/9/26 LVD-Calvin LVD-Ng LVD-Calvin LVD-Ng LVD-Calvin LVD-Ng
See more
Shop by category
Browse all
GHX Marketplace GHX IT Procurement K] Intake Forms M| Noncatalog Request B
ncho oco- ]

E Self Service Procurement IEI My Requisitions \:1 Cart

Select ODP Punchout.
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UCSF Health BU | Saint Marys Medical Center - FL - RM

Q. Search for items or services

My recent requisitions

Draft Requisition RQHLTOOD0598

Creation Date

2/9/26

Shop by category

Browse all

GHX Marketplace GHX

E Self Service Procurement | My Requisitions

On the pop-up window, perform the following steps:

e Select Office Depot logo and once the search bar is visible, enter the required details to search for an item and press

the Enter key.

¢ Select the required quantity of the desired product and then select Add to Cart. Repeat the step in case you want to

Seelinedetals  Requisition RQHLTO000597
Test
5 Lines

Purchase Order SFHLT-0000519

Buyer
LVD-Calvin LVD-Ng

IT Procurement

\_:{ Cart

add additional products to your Cart.

Create Office Depot Punchout Requisition

Approved | Requisition RQHLTO000596

Test
2 Lines

Buyer
LVD-Calvin LVD-Ng

Intake Forms

e Select the Cart icon and review the products. Then select Checkout.

You will be redirected to this interface and you may be able to view the product(s) in the cart. Alternatively, you can select the

Cart icon below.
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Cart

Reauisition BOHI T0000597

Requisition summary
[J 2items

Subtotal $9.83
i Nonrecoverable Tax $1.06
s
5 Approval Amount $10.89
0.00 Bag
Quantity

7 B b @ Ieermeen
Requester

iLive Over-The-Ear Headphones, White, IAH57W
Sold By ODP BUSINESS SOLUTIONS LLC

$9.83 Each
Quantity

Additional Details

o

E Self Service Procurement | My Requisitions

LVD-Tony LVD-Collins LVD-Adilene

Deliver-to Location

Saint Marys Medical Center - FL - RM

Destination Type

Expense

Charge To
Multiple

Funds Status.
Not reserved

Budget Date
2/9/26

Select the pencil icon and edit the details if required. Once done, select Update.

Cart o

Requisition RQHLT0000597

Requisition summary

iLive Over-The-Ear Headphones, White, IAH57W
Sold By ODP BUSINESS SOLUTIONS LLC

$9.83 Each
Quantity

E Self Service Procurement | My Requisitions

Additional Details

o

[J 2items
Subtotal $9.83
Nonrecoverable Tax $1.06
Test
Approval Amount $10.89
$0.00 Bag
Quantity
7 B b @ Ieermeen
Requester

LVD-Tony LVD-Collins LVD-Adilene

Deliver-to Location

Saint Marys Medical Center - FL - RM

Destination Type

Expense

Charge To
Multiple

Funds Status.
Not reserved

Budget Date
2/9/26

Select Submit.
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Q. Search for items or services
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1\( recent requisitions

Pending approval - Requisition RQHLT0000597

Approved  Requisition RQHLTO000596

Approved | Requisition RQHLTO000595

Ordered  Requisition RQHLT0000594

Test Test Test LABEL VERBAL OR PHONE ORDER RL/500
3 Lines 2 Lines 1Line 600-0006 (ORDER BY FAX ONLY)
1Line
Purchase Order SFHLT-0000518
Date Submitted Buyer Buyer Buyer
2/9/26 LVD-Calvin LVD-Ng LVD-Calvin LVD-Ng LVD-Calvin LVD-Ng
See more
Shop by category
Browse all
GHX Marketplace GHX IT Procurement Intake Forms Noncatalog Request (]

E Self Service Procurement My Requisitions

\_:{ Cart

Requisition is submitted for approval and can be found below under My recent requisitions.
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Q. Search for items or services

My recent requisitions

Pending approval - Requisition RQHLT0000597

Test

3 Lines
Date Submitted

2/9/26

Shop by category

Browse all

GHX Marketplace GHX

E Self Service Procurement My Requisitions

Approved  Requisition RQHLTO000596

Test

2 Lines

Buyer
LVD-Calvin LVD-Ng

IT Procurement

\_:{ Cart

Approved | Requisition RQHLTO000595

Test

1Line

Buyer
LVD-Calvin LVD-Ng

Intake Forms

o< @
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Ordered  Requisition RQHLT0000594

LABEL VERBAL OR PHONE ORDER RL/500
600-0006 (ORDER BY FAX ONLY)

1Line
Purchase Order SFHLT-0000518
Buyer

LVD-Calvin LVD-Ng

See more

Noncatalog Request [M]

This completes the guide.
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