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Panther Buy Training Guide 
“PUNCH-OUT REQUISITIONS” 

(Revised Feb. 2022)  
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From the Panther Buy home page, select a supplier from the Punch-
Out Suppliers (SHOWCASES) section of the SHOPPING DASHBOARD 
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Once a vendor is selected, a punch-
out session is established and the 
end-user is taken to a site 
maintained by the vendor.    

 

NOTES: 

• Before attempting to use a punch-out, it is advised that you check to 
see if your POP-UP BLOCKER is active.  If so, this may prevent the 
punch-out feature from working properly. 
 

• Because punch-out catalogs are maintained by each supplier, no two 
punch-out sites operate the same.  It will be important to familiarize 
yourself with each vendor’s site.  If you have any questions, feel free to 
reach out to the Purchasing Department 
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Using the vendor’s provided 
search tools, locate the items 
you wish to purchase and add 
them to your punch-out cart. 
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After you have added the desired 
items to your punch-out cart, initiate 
the checkout process.   
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After pressing CHECK OUT on the 
vendor’s site, your punch-out cart 
is transferred to your Panther Buy 
cart.   
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Click VIEW MY CART to review 
and verify the items 

Or 

Click CHECK OUT if you are 
satisfied 



8 
 

 

Complete and submit the requisition using the 
same steps outlined in the NON-CATALOG 
REQUISITION TRAINING GUIDE (pgs. 8-16) 
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