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Log in to myBGSU. Click on the Employees tab > 
Purchasing. Click on the BGSU Falcons Purch logo. 

The first page of the shopping experience displays a 
search field and punchout catalogs. 

PPunchout Catalogs 
Punchout catalog suppliers have provided stores 
within Falcons Purch that will allow users to shop 
from the supplier’s external website.  The shopping 
cart created will generate a cart in Falcon’s Purch for 

 

Hosted Catalogs 

Hosted catalog suppliers provide searchable catalogs 

within the Falcons Purch site for easy searching and 
entry of orders. 

In the search field, users enter key words for the items 
to purchase, then click the search icon. Users can search 
for contracted items in the shopping search bar. Simple 
and Advanced tabs along the top of the search field 
allows users to toggle between simple and advanced 
search pages. 

Click the Search icon to generate a search. An Add 
To Cart button allows users to add an item or request 
directly to their cart. An Add and Checkout option on 
the drop-down menu will take users directly to the 
Checkout/Requisition 

Search Results 
Items that match the search criteria are displayed on 
the search results page. On this page users can: 

at the top of the page.

narrow search results.

BEST MATCH menu.
Click on an item to display product details.
Compare products.
Add items to their Favorites.

Shopper Training Guide 
Catalog/Punchout Suppliers 
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CCart 
The shopping cart contains items a user has selected 
to purchase. Users can add or remove items, change 

 

All goods, services, forms must be added to the 
shopping cart for processing.  The cart must be 

system will separate the orders as needed when 
 

Proceed to Checkout

s someone with the 

 

   

D
of the page. Click the drop-down menu next to the 

 
taken for the document.  

Other 
the page: 

Show or hide the right sidebar.
-

For example, view header details only, view line
items only, or view billing details only.

selected items is the drop-down menu at the top 

that item only. 

Click tabs to view and  
them. Click the edit icon to modi

 

The right sidebar shows document totals and 

What's 
next for my order?  

Sele
step. 
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AAssign Cart to Another User 
Users that have the shopper role will only be able to 
assign the cart to a user that has a requestor role to 
place the order with the proper chart codes.  

Select Assign Cart. 

Search for a User. Click Search. 

to assign the cart to for order processing.  Click 
Search. 

User. 

Type a note to the assignee.  Click Assign. 

Submitted Requisitions 
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IIcons 


