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Marketplace Quotes 

Step Action 
1 Most punchout suppliers in the OU Marketplace have the option to retrieve quotes for 

specialty items or large quantity purchases generated by a sales representative. For 
example, a quote for a custom-built, non-standard computer (if approved by IT through the 
non-standard computer request process) can be obtained through a Dell representative and 
still ordered through the Marketplace by using the Dell quote number. 

2 The supplier will normally provide a quote with a quote number, as shown in the example 
below. Navigate to the OU Marketplace either through the Compass.ou.edu link or 
PeopleSoft Financials. 
 
Hint: Do NOT use any links embedded in the email or quote directing you to place your order 
through an external website as these links will not direct you to the OU Marketplace. 

 
3 Once in the OU Marketplace, click on the supplier’s punchout link. 

 

4 In the navigation menu, there will be a section to retrieve Quotes. Please note that each 
supplier’s website will have unique navigation options, and these suppliers update their 
websites regularly. The option to retrieve quotes may not always be in the same section, but 
it should be somewhere in their main navigation menu, like in the example below. 
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5 From the quote screen, search for your quote by entering details from the quote such as the 

quote name, number, or creator name. When the quote appears, click on the quote 
document. 

 
6 Review the quote details to ensure that they are correct and then add the items from the 

quote to your shopping cart. The step-by-step instructions to add items to your cart will vary 
by supplier. 

Hint: When reviewing shipping information for your order, note that computer orders will 
always be shipped directly to IT and then delivery will be coordinated between IT and the 
ordering department.  
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7 You will then be returned to your shopping cart in the Marketplace. Proceed with the normal 

steps to complete your Marketplace order. See the job aid titled OU Marketplace Requester 
& Shopper for more information on how to complete orders based on your role. 

8 If you are unable to retrieve your quote through the Marketplace, contact the sales 
representative directly. The quote may have expired, or the items may no longer be available. 
Do NOT submit a regular requisition if the quote does not appear. If the quote is not valid in 
the punchout, it may no longer be valid at all, regardless of the order method. A regular 
Purchase Order using an expired/invalid quote may be rejected by the supplier or they may 
not honor the original pricing. 


