
Creating a Punchout Catalog Order  

This section covers the process to complete an order with a punchout catalog supplier. Please note that 
at this time, if you create a punchout catalog order and need to edit the order, eVA will not let you re-
visit the punchout catalog. Instead, you will need to delete/cancel the order and re-submit with the 
correct items.  

1. Click Shop and then in the dropdown menu, click Search Products  

 

 

2. Click the Filter Icon on the left-hand side 

 

 

 



 



 

 

There are several punchout catalogs for bigger supplier, please make sure you choose Longwood 
specific punchouts 

 

 

 

 



 

 



Please make sure in Name section fill out (Department if you have multiple departments, vendor, 
date, description of what is being ordered) this help if you have to search requisition.

 



 

 



 

 

17. A new row will display allowing you to enter required allocation information. 

 



 

 

 

 

 

 

 

 


