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Completing the General Level 1 PunchOut Information

▪ Go to Catalogs tab, choose Customer Catalogs.

▪ Click the PunchOut Configuration link found within 

the Create Catalog panel.

▪ Populate the Level 1 PunchOut General 

Information to create your default Level 1 Punchout. 

▪ Field information can be found on the next info card.

▪ Once complete, click Save.

▪ This information will appear in the final step when 

publishing a Level 1 PunchOut catalog within your supplier 

account.

This section details the steps to complete the generic Level 1 PunchOut details that can be 

maintained within your supplier account. This default information can be applied to new PunchOut

Level 1 catalogs when selected during the publishing process.
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