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Create Supplier Punchout Return

Overview
This job aid outlines how to create a return for a purchase. If you made the purchase through a punchout, find the
punchout supplier below and follow the steps provided. For a non-catalog purchase, start at the Create Return section
below.

For Amazon Returns
1. From the Workday Landing Page, select Menu.

2. Select the Purchases application.

—lj_i Purchases

3. Under the Actions section, select Connect to Supplier Website.

Actions

Connect to Supplier Website

Request Non-Catalog tems

Create Receipt

Create Supplier Request

Edit Receipt
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4. Onthe Connect to Supplier Website page, all the fields will pre-populate based on your Workday account
details.

Connect to Supplier Website

Requester *| X Amy Witz

Company % | xSt Norbert College =

Currency *| X USD

Requisition Type

x Main Hall > Main Hall-Rm

Management & General
% Fund: FDO1 Operating -

x NACUBO Function:
Institutional Support

Deliver-To =
219
Ship-To #| x 100 Grant Street De Pere, Wi =
54115 United States of America
Program ‘ = ‘
Gift ‘ = ‘
Grant ‘ = ‘
Cost Center x CC300000 VP for Business ... =
and Finance
Additional Worktags x Functional Expense: =

5. Select OK to take you to the next page.

6. Onthe Connect to Supplier Website page, find Amazon and select Connect in the far right of the screen, to
connect to that Supplier Website.
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Connect to Supplier Website

Company Requester Currency
St. Norbert College Amy Wirlz usp
Supplier Websites 3 items
Logo Supplier Link Name  Multi-Supplier

Arnazon

cow

§

Staples

Supplier

Amazon Capital Services, Inc

Cdw Government Inc

Staples Business Advantage

Description

\[|t

7. Onthe Amazon homepage, hover over the drop down that say “Hello, name” and select Your Orders.

Hello,

Account for 5t. Morbert Col.., =  Lig

Account Details

Your Account

T F
Business Settings
Business Analytics
Business Prime
Manage Subscribe & Save
Bulk Ordering

¥our Interactions

8. You may be prompted to sign in using the password you created when you first did an Amazon punchout. This
is not connected to your Workday password.
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amazon

Sign in
Switch pecounts

| 5t Norbert College
dsnc.eduy

Password Forgot your password?

Sign in

|| Keep me signed in. Detalis *

9. Find the order with the item you want to return and select Return or replace items.

ORDER PLACED SHIP TO PLACED BY

TOTAL PO PO-10000037

June 12, 2023 = $6.99 ORDER T 113-9104845-093 7819
St. Norbert College View order details  Invoice

Delivered Jun 14, 2023
Your package was left in the mail room.
Signaed by: Mk Track packagi

{8 Pack) Sticky Motes 3 = 3 in, Pastel Colorful Super Sticking Power Memo Post Stickies Print packing slip

Square Sticky Wotes for Office, Home, School, Meeting, 83 Sheets/pad

.3 g Sald by: Buy Pad US Return or replace items
] feturn eligible thraugh Jul 14, 2023
$6.99 Share gift receipt
{8y Buy it again

Leave seller feedback

Write a product review

10. Select the specific item in the order you want to return.

Choose items to return

(8 Pack) Sticky MNotes 3 x 3 in, Pastel...
Q Color: Pastel Colors
- $6.99

Items you're returning
Details

Cantinue

Retum by Jul 14, 2023

11. You will be prompted to select a reason for the return.
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12. Select Continue.

13. Select Continue on the refund

Why are you retuming this?

Wrong item was sent

Better price available

Iterm afrived too late

Bought by mistake

Missing or broken parts

Didn't approve purchasa
Inaccurate website description
No longer needed I

Received extra item | didn®t buy (no refund needed)

lterm defective or doesnt wark

Product damaged, but shipping box OF

Product and shipping box hoth damaged

Continue

page as well.

Why are you returning this?

How can we make it right?

=

Details

No lenger needed

Itemns you're retumning

Refund to your original payment method §

Estimated refund timing: Refund is issued within 30 days after we receive the item,
Once we issue your refund, It takes up to 7 days for your financial institution to make
funds available in your eccount.

e

14. Select the return option you wish to use.
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How would you like to return your items?
100 Grast Street, De Pere, W1, 54115 Change address L

@ Help reduce trucks on the road:

Mo box or label needed roturn aptions helps us reduce packaging and to it maee items inta shipments, thus reducing trucks an

the road!
& The UPS Stare Dropoff — no box or label needed $0.00
— The UPS Store will pack, label, and ship your return far free, Just bring the iterm in its
original manufacturer's packaging and disassemble the item {if applicable). We'll email
Bttt you & QR code to ship your return. Show it to & store actociate at any The UPS Stane.

Find The UP5 Store

Printer not requined.

O UPS Dropoff — box and label needed 46.59

UPS Pickup — box needed $7.99

15. Select Confirm your return once complete.

Confirm your retum

Return by Jul 15, 2023

Refund summary

Refund subtotal $6.99
b Shipping ~ [ The UPS Store Dropoff — £0.00

no box or label neaded)

Total estimated refund 46.99

Items you're retumning

<

16. Your next steps will be outlined depending on the return method selected. You will also receive an email with
your next steps. The example below is for a UPS Store dropoff.

Your Return Summary

@ Your Return Code is ready

Return your items to Amazon by Jul 15, 2023 We've emailed these details to you at lauralear@sne.edu,

i yau wauld like to change your return option, please cance| and start a new return,

Wiew retumn cods Download Return Code
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For Staples Returns
1. From the Workday Landing Page, select Menu.

2. Select the Purchases application.

—E Purchases

3. Under the Actions section, select Connect to Supplier Website.

Actions

Connect to Supplier Website

Request Non-Catalog ltems

Create Receipt

Create Supplier Request

Edit Receipt

4. Onthe Connect to Supplier Website page, all the fields will pre-populate based on your Workday account
details.
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5. Select OK to take you to the next page.

Connect to Supplier Website

Requester *| %X AmyWirtz - $=

Company *

X St Norbert College =

Currency *| X USD - =

Requisition Type

x Main Hall > Main Hall-Rm - = ‘

Management & General

A

Fund: FDOT Operating =+

NACUBO Function:

¢

Deliver-To
219
Ship-To # | x 100 Grant Street De Pere, Wl =
54115 United States of America
Program | = ‘
Gift | = ‘
Grant | = ‘
Gost Center » CC300000 VP for Business =
and Finance
ddi | X | Expense: =

Institutional Support

6. Onthe Connect to Supplier Website page, find Staples, and select Connect in the far right of the screen, to

connect to that Supplier Website.

Connect to Supplier Website

Company Requester Currency
St. Norbert College Amy Wirtz usp
Supplier Websites 3 items
Logo Supplier Link Mame  Multi-Supplier

Amazon

CDW

Staples

Supplier Description

Amazon Capital Services, Inc

Cdw Government Inc

Staples Business Advantage
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7. From the homepage, navigate to your profile.

Products Services

worklite ~ B chat

Suppliesin the

8. Select Order History to view all orders.

*

A
Appaufl 2 10XaA50
Qirder Hishon

epuently Punchaser

Ok Oroke

9. Find the item you want to return and select Return an item.
Order history & mo
Know your order naumber? | b digit ardes # Ga

Viewing 1-2 of 2 orders

208562273 i .5* OB12723 513.10
| g
al ! T J I

ProCesaing PO-10000029

e ~ o r da ta | & :*:ul.\_;Lﬂ
208430885 (]t ] 3807
; e ) EDEzectinl

Deliverea PO-100000035

10. Check the item you wish to return.
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Return an item
Crder 77 209430665
Item return information

Contact information:”

Number of bomes to be picked up.

Retum pickup address:
100 GRANT STRELT
DE PERE. W1 54118

Post-it Tabs, 1 Wide, Solid, Assorted Colors, 66 Tabs, Dispenser (635-PGO}

10811 tiped

462642 | Model 21 SHEPGC

O AB2ELE

11. In the popup, select the reason for return.

12. Select Submit return.

Select a reason for return

&

Reaszon for retum (r=quired)
) Ordered wrong item

) Damaged

7 Manufacturer's defect
7 Beceived duplicate

01 Mot as advertised

() Produet received too late
O Dissatisfied with item

) Changed my mind

0 Wrong item recenved

Hems - Quder history « Return.am rem

Return an item
Order # 209430685

Item return information

Contact information:*

Return pickug address:
100 GAANT STRELT
DE PERE. W1 54115

mead help ()

13. You will receive an email from Staples detailing how to physically send back your return. Follow the
instructions provided in the email.

fome = Gudér histary « Oifder details

return details L_vclsuia',' an this page,

I () Your retum reguest is processing, You will recelve an emall detalling yeur return & refund information at

SNC.EDU. It may take a few maments for your

Order #209430885

Order placed: June 06 2023 a1 11:07 AM

Delivered to: (0202430885) 100 Grant Street. De Pere, Wi 54115

Deliverad an; Jun 07, 2023

Ordar Flacad

Signedby: & Hert

@
shippsd Cur tor delivery Delivared
1 05 hin 06 Ju &7 Jun o7

Order summary

Merchandise total a7
Shwgining Rrew
Tax 000
Order total 58.07

Accounting information
Tuszet Canter
PO-1000000:3

ro

PO-10000003

10
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