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To buy office supplies with Staples follow these simple 

steps:

Creating a New Office Supply  Request

Quick Reference Guide for PeopleSoft Users

The Quick Reference Guide for PeopleSoft users will assist you in ordering office supplies from PeopleSoft to Staples’

online catalog, StaplesLink.  This process of one Web site directing users to another is also referred to as ‘PunchOut.’

We hope PeopleSoft users will enjoy the benefits and ease of ordering office products through StaplesLink.  

1. You can edit items under the Line Defaults section.  

These items are:

Accounting Defaults: Edit if necessary 

all Chartfields as required by your 

department                                              

Ship to Location: Enter the 3-digit 

agency number and click the Look Up 

button for listing of all locations.                        

Due Date (not required): Enter date in 

MM/DD/YYYY

Do not modify ship to address and/or 

dispatch method (EDX).

2.  Once you have gotten to the Add Items and Services 

screen you will have to select the Web tab.                     

Click on the StaplesLink Punchout

to access your new Staples 

ordering website.

3.  The StaplesLink Home Page gives you access to all 

StaplesLink.com features.  

Please turn this over for StaplesLink features
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Shopping the Site

Quick Order: Enter the Item Number and quantity and click Add.

Enter Several Items: Allows you to enter up to 20 items at once.

Shopping Lists: Add a custom list of items into your order by   
choosing from Shopping Lists displayed in the drop-down list.  Click 

“Go” to view your available Shopping Lists.  Select the list name to
view details of the list. Change quantities as necessary and click    
“Add to Order.”

Search: Search for an item by State of Indiana Market Basket          

item Number, Staples Item Number, or Keyword and click       
“Search.” Search will display a summary of matching categories     
and the top ranking items in each category that match your criteria.  
Choose a category or brand, or go directly to an item. You will also     
be able to select “Show Images” to view products or “Hide      

Images” to display text only.

Ink & Toner Finder: Helps find supplies for your business machines.

Catalog: Click a category from the Product Navigation Bar and select 
the category or sub-category to view products.  Use the Product Page 

to add items to your order.
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To Check Delivery Date: Click “Delivery Date” to 

see the expected delivery date for items.

Please Note: Delivery Date shown is based on order 

being approved, submitted, and received by Staples 

before 5:00PM on the date of order creation. 

Deliveries may be affected by the State of Indiana 

internal approval queue.

To Modify: Change quantities and click “Update 

Order.” To delete an item in your order, click the 

“Remove an Item” box, then click “Update Order.”

To Submit Order: Click “Submit.”
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Quick Reference Guide for PeopleSoft Users

Viewing and Submitting Your Order

Completing Your Order

-Add Line Comments                                               

-Modify Line/Shipping/Accounting information                     

-Choose Requisition Type                                         

-Add answers to the 4 Non-Market Basket 

justification questions*  You must answer the 

following:                       

-Add more items to requisition                                   

-Cancel requisition                                              

-Save & preview approvals                                        

-Save & submit requisition to workflow

All items that you placed into your StaplesLink 

order will be transferred to PeopleSoft.  Review 

your order same as before.  If necessary:
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1. Identify which line item(s) are Non-Market 

Basket                                                          

2. Define why the specific product(s) is needed.                

3. Describe the research performed to 

determine that the product(s) is not available or 

similar to a product through the market basket 

items.                                                          

4. If there is a similar products(s) in the market 

basket, please detail what sets the product(s) 

aside from the Market Basket item(s).     

*Failure to answer the 4 Non-Market Basket 

justification questions may result in 

automatic denial of your requisition.
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