
GUS Procurement
Requisition Preferences & 

Punchout Orders



GUS Procurement

Changes
• No PCards on 

Punchouts
• Approvals
• Reconciliation
• Entry Methods
• Receipting of all 

PO’s. 



GUS Cloud - Log In
• Go to the GUS Portal 

at gus.pittstate.edu

• Click Log into My GUS

• Enter PSU Unified 
username and 
password.

• Click Sign In

• Click on GUS Cloud – 
DevTest 

gus.pittstate.edu


GUS Procurement

Procurement      
Task Icons  

• Purchase 
Requisitions: Shopping 

Pages: Punchouts. Send PO to 
Supplier

• My Receipts

• Purchasing- Overview of 

Orders

Home Page



GUS Procurement 

Navigator
Main Menu

Roles
Your Roles determine 
access and which Tasks 
you have available in 
the Navigator.



GUS Procurement- Requisition Preferences

This side 
toolbar 
view can 
be 
hidden 
or 
viewable 
with the 
use of 
the 
arrow 
key



GUS Procurement- Requisition Preferences

Requisition 
Preferences (or 
Favorites): Designed 
to help speed up 
the requisition 
process and 
minimize errors 
from entry by 
specifying default 
information for 
creating 
requisitions. 



GUS Procurement- Requisition Preferences

Adding a 
Nickname to your 
Charge Account 
will help you 
quickly recognize if 
you have entered 
the correct 
funding for a 
particular 
purchase. 



GUS Procurement- Requisition Preferences

Enter your Charge Account 
segments by clicking on the search 
icon and  then either selecting from 
the dropdowns or manually 
entering the number. 
Save by clicking OK.

*Note : When searching by 
description, searches are case 
sensitive. You may need to try upper 
and lower case. 



GUS Procurement- Requisition Preferences

* Using what you learned in week one with Chart 
of Accounts, we want to enter a few of your 
“favorites”



Setting your 
Primary Key 
defines your 
default. This can 
be set from your 
Actions dropdown. 

GUS Procurement- Requisition Preferences



Live Demo to add 
Charge account 

favorites.

GUS Procurement- Requisition Preferences



Navigation within this Module

GUS Procurement- Punchout Orders



Search Catalog is 
intended to help guide 
you to an appropriate 
punchout vendor for 
the product you are 
looking to purchase. 

GUS Procurement- Punchout Orders



GUS Procurement- Punchout Orders

Punchout links are 
displayed with the 
vendor’s logo. 
Clicking the logo 
link will take you to 
that supplier’s 
contracted 
website. From 
there, you shop as 
you would with 
any online 
purchase. Once 
you are ready to 
check out, your 
shopping cart will 
be redirected back 
to the document 
builder in GUS 
Cloud. 



Document 
Builder area. 
Allows you to see 
what you have in 
your “cart” as you 
shop.
These line items 
can be removed 
by clicking the X. 

GUS Procurement- Punchout Orders



Let’s try a punchout 
order!

GUS Procurement- Punchout Orders



Live Demo of 
punchout order. 

GUS Procurement- Punchout Orders



The document 
builder area 
shows you what 
has been put into 
your cart. Use the 
Edit and Submit 
link to open the 
full requisition 
and add your 
funding, 
description and 
other 
information.

GUS Procurement- Punchout Orders



Add a 
Description 
that gives an 
overall idea of 
including the 
the purpose of 
the purchase. 

GUS Procurement- Punchout Orders

Reminders: No 
PCards on 
punchouts.
All orders, including 
punchouts will 
require receipting. 



Add your funding 
for each line in 
your requisition. 
*Important to 
note that each 
line will be 
assigned your 
“Primary Key” 
default funding. If 
that is not the 
funding you want 
to use, you will 
need to change 
the funding for 
each line. 

GUS Procurement- Punchout Orders



Split funding is 
done at the line 
level of billing 
distribution.          
* Note that you 
must change each 
line of the 
requisition you 
want split.
Split the line by 
dollar amount, 
and the system 
will populate the 
percentage for 
you.

GUS Procurement- Punchout Orders



GUS Procurement- Punchout Orders

Urgent PO needed: 
Yes /No

Deliver to Location: 
Default will be 300 E 
Lindburg, but Staples 
Orders will need to be 
changed. Addresses 
should appear in the 
dropdown.  

Notes to supplier, and 
add attachments, 
such as quotes. 

Vendor name and 
information



Save and then 
Submit your 
requisition. If you 
do not Save, all 
changes will be lost 
and revert back to 
your defaults. 
A Requisition 
number will be 
generated and 
display as a popup 
on your screen. 

GUS Procurement- Punchout Orders



My Requisitions 
area. Allows you to 
see all your 
requisitions at a 
glance. 

GUS Procurement- Punchout Orders



GUS Procurement- Punchout Orders

Approvals can be 
viewed from Manage 
Approvals or from the 
My Requisitions area 
of your shopping 
home page for status 
Pending Approval.  



GUS Procurement- Approvals

Approval Matrix for the Procurement Module –



Submit 
Punchout 
Order

Approvals:  

Supervisor 
Hierarchy, PD 
Funds, 
Foundation, 
and Purchasing 
Office  
“Pending 
Approval”  

Transaction is 
approved through 
Workflow and PO 
is sent.  
“Approved”

Product is 
delivered and 
need to be 
Receipted in.

 “Closed for 
Receipting”

Invoice is sent 
over to AP from 
the punchout 
supplier “Closed 
for Invoicing” 
and payment is 
made. “Closed”

GUS Procurement- 
Lifecycle of Punchout Orders



GUS Procurement

Questions ?
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