CONSOUDUS shop.com HOW TO PUNCHOUT

promotional products vendor for the University of Cincinnati

These instructions only apply when using PACE
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Steps to Punchout your order using PACE:

To finalize your order:

1. Goto PACE

2. Under Business Services, click ConsolidusShop.com (see fig. 1). PACE will open ConsolidusShop

in a new window. (If a new window doesn't pop-up immediately, disable your pop-up blocker and repeat step 2.) Wﬁfﬂ
3. Click Welcome, "Your Name” in the upper right corner. This will open your Account fig, 1: PACE Tile
Summary.

4. Select Manage Quotes from the menu on the left.

5. Select your quote and click Load Cart, click Save and Continue.

6. Add your requested delivery date (if applicable), then click Save and Continue.
7. Review your cart, click Continue.

8. Lastly, click Continue to Punchout. This will take you back to PACE to complete your PO
request. Once we receive the PO, your order will move to production.

Having someone else Punchout for you?

IMPORTANT: Please provide the person completing the punchout with your six digit quote number. The quote number
can be found in the emails containing your art proof(s) or under the Manage Quote section within your Account Summary.

Instruct them to:

1. Follow steps 1 and 2 from above.

2. From here, they will click Welcome, "Their Name" in the upper right corner. LOOKING TO COMPLETE AN ORDER ON BEHALF OF SOMEONE ELSE?
This will open their Account Summary. i oty g et i
Quote ID: Quote ID numbe!
3. Inthe center of their Account Summary they can enter the Quote ID number

(see ﬁg 2) and CliCk View Quote fig. 2: Area where users can search for quotes

4. Follow steps 6 through 8 from above.

Having trouble with PACE? Reach out Danielle Reisman at resimandr@uc.edu.






