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Topic : Amazon Punchout Request 
Step-by-Step Instructions to create an Amazon Punchout   

Introduction 
The Oracle Fusion Procurement Module enables employees to make purchases through the 
Amazon punch-out feature, ensuring a streamlined purchasing process for business-related 
activities.  
 

• Employees initiates the Amazon punch-out process, selects items, and submits the 
purchase request for approval. 
 

 

Steps to Create and Submit an Amazon punchout Request 
1. Log in to One Connect. 
2. From the landing (Home) page - navigate to Procurement ---> Purchase 

Requisitions (New) work area.  
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3. Select Punchout under Self-Service Procurement.

 
4. From the Supplier Catalog, Select the required items (Organization preferred). 
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5. Enter the required quantity and add the items to the cart by clicking on ‘Add to Cart’

 

6.  Click on the Cart, then click ‘Proceed to Checkout’.
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7. Click on ‘Submit order for approval’. The system will generate a requisition line in 
Oracle. 

 

8. Edit the requisition lines by clicking on  line details. Select the appropriate 
natural account and attach supporting documents.
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9. To edit the requisition summary, click on 

 
 

10. Complete all required fields such as: Description, Justification, Additional 
Information - Purchase Type (select Amazon Punchout Order), Requisition Type, Bill-
To Location and Attach any required supporting documents
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11. On the Submit page, click the three-dot (More Actions) menu to: 
Check Funds – Verify budget availability in the fund account. 
View Approvers – Review the approval hierarchy. 
View PDF – Download a copy of the requisition. 
Save for Later – Save the requisition as a draft 
 

12. Click on ‘Submit’ 

 


