
 

 
 

HD Supply Punch-Out Catalog for 
MRO and Janitorial Supplies 

 
1. From the Requisition Worklet menu Ordering Methods, choose “Connect to Supplier 

Website” 

 

 

2. From the list of available Punch-Outs, select HD Supply 

 



 

 

3. Once in the Supplier’s website (Punch-Out), either type on the “Search” bar the name of 
the item being procured, or select a category from the available list on the top left corner 
in order to find the products matching your interest. 

 

4. Click “Add to Cart” in order to select the desired item(s) 

 

 



 

 

 
 

5. Once done shopping, click on the “My Cart” icon on the top right of the screen to see the 
items you are trying to purchase for editing and/or final submission  

 

6. In the “My Cart” page, hit “Submit Cart” once, confirming all items and quantities. 
Lists can be created from this page as well:  

 

7. After clicking “Proceed to Checkout,” the website will re-direct you to Workday to 
finish processing the purchase. Continue to process the PO requisition as it is normally 
done.  

 

**Refer to the Procurement Lifecycle Job Aid for further directions on how to complete the 
requisition process. ** 

 

Vendor Contact: Charlie Meiser, Field Account Executive. HD Supply, Institutional 

• m : 908-674-6692  
• e: Charles.Meiser@HDSupply.com  

 

mailto:Charles.Meiser@HDSupply.com

