DE X MONTCLAIR STATE

rement Drew & Rogers Punch-out workday. | UNIVERSITY

DREW & ROGERS PUNCH-OUT CATALOG FOR STATIONERY PRODUCTS

Drew & Rogers is a punch-out catalog in Workday for printing services (business
cards, letterhead, note pads, envelopes, and buck slips) products. All requisitions
for Drew & Rogers must be entered through the punch-out process (i.e. W.B.
Mason, Grainger, Dell Marketing, MRA, Fisher Scientific, and HD Supply), using
“Punch-Out Catalogs” as the Requisition Type.

**NOTE - The items listed in the punch-out are for negotiated, standard
configurations products. As with all other punch-outs, Punch-Out requests
cannot be edited, canceled or a change order cannot be created once they have
been submitted in the system. For assistance purchasing products outside of the
standards or any changes to the original request, contact Drew & Rogers Sales
Representative, Stella Corodemus-Lukas, via e-mail at stella@drew-

rogers.com. **

To create a Punch-Out Requisition:
1. In Workday, go to the search bar and type in “Create Requisition”. Results

will appear for you to select “Create Requisition”.

Q Create Requisition X

Create Requisition

Task

Create Requisition Worktags Template
Task

Create Shared Requisition Template
Task
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2. The requisition screen will appear for you to begin to create a requisition.
Enter Punch-Out Catalogs in the Requisition Type area. Confirm that your
Cost Center, Division, and Additional Work Tags are correct or need to be
changed. If so, make the change and select “OK”.

Create Requisition

% Montclair State University - =

Company *
Requester % | x Shahd Almoshwer .-
Currency *| X USD --

Requisition Type

Fund

Support

x Program: N15 Institutional

Deliver-To X 150 Clove Road -+ =

Ship-To # | x 150 Clove Road Little Falls, NJ =
07424 United States of America

Cost Center ‘ X CC10294 Purchasing - = ‘

Division ‘ * D53 Finance and Treasury --- = ‘

Additional Worktags . x Fund: F10 Unrestricted Operating =

D cance‘

3. You will be directed to the instruction page. Select Connect to Supplier

Website to access the Supplier Catalogs.
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v Select an Option

Regquest Non-Catalog ltems

Special Request

Connect to Supplier Website

Punch-Out Catalogs

4. Select the supplier that you would like to purchase your product(s) from
and press Connect to the right. This will direct you to the homepage of the
supplier’s website.

Connect to Supplier Website

Requester Currency
Erskine Shoulars usp
Company  Montclair State University
Supplier Websites & items
Logo Supplier Link Name Multi-Supplier Supplier Description
Gm W W GRAINGER INC W W GRAINGER INC (PUNCH OUT) Connect
ITT = @ aer o)

Dell Dell Computers (PUNCH OUT) ot

‘ WHOBUT lSﬁ W B Mason W B MASON (PUNCH OUT) Connect

| ‘ HD Supply HD SUPPLY FACILITIES MAINTENANCE LTD (Punch

C t
. supp| i) onnec

Drew & Rogers DREW & ROGERS (PUNCH OUT) Connect

M Fisher Scientific FISHER SCIENTIFIC (Punch Out) Connect

Continue Shopping +

5. While the page is loading you will see this message:
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Please wait until page is loaded.

Cancel

6. You will be directed to the Punch-Out home page where you can begin to

shop. Select the thumbnail from the screen that represents the available
product type to purchase.

N MONTCLAIR STATE Q E_gesu.cm
T UNIVERSITY
R s | o | s | oo | et |

Home

There are compatibility issues with Internet Explorer.
Please use Chrome or Firefox when ordering through this webstore.

Business Cards — |_—=)
o)
Letterhead ‘\ \
\ \
Not= Pads | \ '\\ ‘5
BUSINESS CARDS T——=___| LETTERHEAD \ AT
Emvelopes Ko
sl card printod 2 prled hoacdeg an stationary, NOTE PADS.
wilh ona's mame, profassanal aspecially cna giving the rams and
Buck Shps cerupabion, compny pastion, aderass of 8 busiass concar, an 2l of lank pages
businoss adcess, sic instihution, ic. farwriting notes
Business Cards Letterhead / Noks Pads
T
F‘ ﬁJ
ENVELOPES BUCK SLIPS
a lat papr contain, & for informal, a papsr atchad to and
lattar cr thin package, usialy showing the dastinatan and sours
hasing a gummed flap or ather ot an inerotfios memomn dum,
maans of closura, fil, or iks ther,
Envelopes Buck Slips

7. The product category items display. Select the View Product button for the
targeted item.
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i MONTCLAIR STATE Q
UNIVERSITY

LETTERHEAD LETTERHEAD

$44.32

8. Depending on the type of product (business cards, letterhead, note pads,
envelopes, and one of the buck slips) being purchased, additional
information may be needed.

Press Next Step once the form has been completed. Review the displayed
proof and select Yes beside “l approve this proof” to confirm the
information is correct. Once you fill out the information requested and
select the quantity needed, click Add to Cart.
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MONTCLAIR STATE LETTERHEAD
w.\u)m(l AIR STATE ME-LH
¥ UNIVERSITY

85x11
Order per lot of 500

$44.32 per LT (500)
Total: $44.32

oz Line 1

-
-

Office Line
Office Line 4
Offce Number '
Fax Numbear

Website

Emai

—— Q

Location * v

I approve
this proof. *

ADD TO CART

9. Ascreen displays the product(s) successfully added to your cart. Select
Continue shopping or Proceed to checkout

MSU-LH
* I approve this proof.: yes
* Email Suffix:

Quantity 1x500 (500)

Total $44.32

Product(s) successfully added to your shopping cart

There is 1 line in your cart.
Total $44.32

Continue shopping Proceed to checkout

10. On the Shopping-Cart Summary screen, line item(s) quantity can be
increased, decreased or removed. Fill out the information on bottom the
left by choosing Building Location for delivery and the Room Number. Click
the Submit Purchase Order button. This will redirect you back to Workday
for you to complete your order.
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I MONTCLAIR STATE

¥ UNIVERSITY

. s | v | s

Home > Your shopping cart

SHOPPING-CART SUMMARY

1. SUMMARY

Your shopping cart contzins: 1 Product

Product Id

MSU-LH

Details

Building Location for delivery

Reom Mumber *

=00

Unit Price Qty

Q E 544.32

Total Remove
4432 x View Proof
Subeotal 44,32

**Refer to the Procurement Lifecycle Job Aid for further directions on how to complete the
requisition process.**
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