
 
 
 
 

 
 
 

Punch Out Users Guide 



Ordering GovConnection Products in the PENN Marketplace 
 
The GovConnection punch-out site takes users directly to the customized 
GovConnection website.  
 
Once searching is completed and items have been placed in your shopping cart, 
all information is then transferred back to the Penn Marketplace. The Penn 
Marketplace will complete the requisition by assigning account codes, shipping 
information, and creating purchase orders. 
 
To use the GovConnection punch out site, please click on the GovConnection 
logo that appears under Product Search tab under the categories of 
Office/Technology 
 

 



 
 
Creating an Order 
There are multiple ways a user can search for products. 
 
Browse Category:  
 
Item / Manufacturer part numbers:   
 
Quick Lists: 
 
 
 
Browsing the Catalog 
From the Main page, select a category to browse.  The categories can be found 
on the main header bar, or by selecting a link located in the Browse Category 
box located in the center of the page. 
 
Items can be added by selecting the Add to Cart button located directly next to 
the product description. 
 

 
 
Items can be refined by utilizing the Refine Results Below box located on the 



left hand side of the category results screen.  This will help narrow down your 
search results based on characteristics and specifications of the selected 
product. 
 
 
Order by Item Number 
 
You can directly add Manufacturer/ GovConnection item numbers directly into 
the Product Search box located on the left hand navigation bar. 
 
Type the item number into the product search field. When finished, select Go and 
the item will be added to your cart. You can adjust quantities once the item is 
added to your cart.  
 
 
 
Quick Lists 
 
There are two types of Quick Lists. A “Company” QuickList is created at the 
Group level and is accessible to all users who are members of that specific 
group. All users can create “Personal” Quick Lists (only accessible to them). 
 
Steps to Create a Quick List 
 
 
1. From the shop home page, find the first product to be added to a Quick List 

via the search and product browse features on the site.  Tip: Search by SKU# 
if known. 

 
2. Once the item is found, click the “Add to List” button from the Search Results 

or Product Detail Page. 
 

Search 

Product 



3. On the Create Quick List page, you can either create a Quick List (by entering 
a name) or add the items to an existing Quick List via the dropdown menu (if 

one exists). 
4. When the Quick List is created or added to, the Edit Quick List page is 

displayed, so you can add additional products by SKU#, modify the 
description, etc.   

 
 
5. Save the Quick List when complete by clicking the save 

button. 
 
6. The Quick List can now be accessed from the Left 

Navigation bar. 
 
 



 
 
 
 
 
 

Quick Lists are an easy way to create and access customized product lists.  If 
the products are listed on the web, they can be added to a Quick List.   
 
Once created, the entire product list can be added to a cart with one click or 
individual items from a Quick List can be selected and added to the shopping 
cart.   



Placing an Order 
 
Once you have created your cart, select “Continue Check Out”.   
 

 



 
You will be directed to the Order Verification page.  Once you have verified 
product selection and quantities, select Submit Order 
 
 

 
 
Upon Submission, all shopping cart information will be transferred back to the 
Penn Marketplace, and a requisition will be created and a Purchase Order 
issued. 
 



 
Completing your GovConnection Order 
 
When you click the “Checkout” button your order will be brought back into the 
Penn Marketplace for completion. 
 
When Back in the Penn Marketplace, you can add items to your shopping cart or 
complete the process by clicking on “Return to Ben Buys Shopping Cart” where 
your requisition will be created. 
 

 
 


