






Punch Out 

Why are End User/Requester details so important?



Punch Out 

Why are PO raisers details so important?



Helpful steps in Using Punchout

Comprehensive video guides available at 
https://cbre.morethansafety.com/video-homepage
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https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default
https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default


Creating a requisition on behalf of 
someone else will default the ship to 
address and some of the billing 
information. Please ensure they have the 
correct Ship to Address. 

The ship to address will appear as follows:

▪

▪

▪ Open up the Tiger Project/Contract template – TAB Location
▪ Line 1 to include the Client name, building name/street (column N)
▪ Line 2 should floor of building if applicable (column O)
▪ City (column R)
▪ Postal code (column U) 

https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default
https://cbre.service-now.com/nav_to.do?uri=%2Fcom.glideapp.servicecatalog_cat_item_view.do%3Fv%3D1%26sysparm_id%3Db966b8681bd2c9503dfc0f6cdc4bcb50%26sysparm_link_parent%3Dce10275113d5db48ad00bbc76144b0c5%26sysparm_catalog%3De0d08b13c3330100c8b837659bba8fb4%26sysparm_catalog_view%3Dcatalog_default%26sysparm_view%3Dcatalog_default


https://cbre.morethansafety.com/
https://cbre.morethansafety.com/


MTS Supplier Part Number can be found in 
the first box of the sales quotation and this 
same number needs to be populated in the 
basket items section in Supplier Part 
Number field when raising manual Purchase 
Requisition (Free Form Order)

Quote to be requested

This should only be used as an exception to 
punch-out when items required are not 
hosted on punch-out catalogue or when 
quotation cannot be loaded.







https://cbre.sharepoint.com/sites/intra-Procurement/Shared%20Documents/Forms/Admin%20View.aspx?id=%2Fsites%2Fintra%2DProcurement%2FShared%20Documents%2FmyBuy%20Training%2FNew%20Global%20Job%20Aids%2FENGLISH%2FPurchasing%2FCreating%20a%20Requisition%2FCreating%5FPunchout%5FRequisition%5FAMER%5FEnglish%2Epdf&parent=%2Fsites%2Fintra%2DProcurement%2FShared%20Documents%2FmyBuy%20Training%2FNew%20Global%20Job%20Aids%2FENGLISH%2FPurchasing%2FCreating%20a%20Requisition

	Process overview
	Slide 1
	Slide 2: Imagine getting your orders within 3-5 days, you can and here’s how… 
	Slide 3
	Slide 4
	Slide 5
	Slide 6
	Slide 7
	Slide 8
	Slide 9
	Slide 10
	Slide 11
	Slide 12
	Slide 13
	Slide 14: Appendix
	Slide 15


