
Punchout – Ordering From Quotes 

 

1) Connect to the punchout site via Ariba 

2) Click on the arrow next to ‘Welcome…’ 

 

 

3) Select ‘Account Center’ from the dropdown menu 



 

 

4) Next to ‘Switch Accounts’, select the account that matches the customer id listed 
on the pdf quote you received 

 

 



 

 

5) Under ‘Recent Quotes’, click on the quote number you would like to view 

 

6) Select the item(s) and quantities you want to buy and click on ‘Add to Cart’ 

• You do not have to select all of the items on the quote 



 

7) Once you finish adding items from the quote to your shopping cart, click on the 
shopping cart icon (in the upper right corner) 

 

8) Once you are done shopping, click on the ‘Buy’ button to bring the shopping cart 
into Ariba 

 

 


