
 

HOW TO PUNCHOUT IN EQUALLEVEL MARKETPLACE 

 

Create a traditional requisition in TEAMS and Select the Vendor (Punchout) 

 

 
 

Click Add Line Items 

 
 

 

 

 

 

 

 



 

Click “Add Line from Catalog” – This will take you to the Marketplace 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

This is the Home Page for Plano ISD.  Click on the “World” Icon on the vendor to access website. 

 
 

Search for items - Add to Cart - Check Out 

 

 
 

 

 



 

This will bring the cart back in the EqualLevel Marketplace- Click on Checkout (DO NOT EMAIL ITEMS) 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

When the cart is transferred, EqualLevel Savings Advisor (ELSA) will compare pricing with other vendors 

within the Marketplace. 

You may replace the item in your cart with a lesser-priced item. 

To select the Suggested Item for the markers below click “Replace”. 

 

If the lesser-priced item is NOT selected, select the justification from the options listed. 

This is required and critically important when using Federal Funds. 
 

 
 

THE JUSTIFICATION OPTIONS ARE AS FOLLOWS: 

 The suggested item is similar to my selected item, but not exact match. 

 The suggested item is not similar to my selected item and not an appropriate match. 

 The suggested item is a different unit of measure, pack quantity, or minimum order quantity. 

 The suggested item is more expensive than my selected item. 

 The suggested item is from a supplier that will have a greater shipping cost or longer shipping time. 

 The suggested item is from a different supplier than other items in my cart. 

 Other 



 

 

 

Once the final selections are made, click “Continue”. 

 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

The items are brought back into TEAMS. Add your account number and Submit. 

 

 
 

The requisition will go through the approval process in TEAMS. 

 

Once the final approval is done by Purchasing, the PO is electronically submitted to the vendor. 

 

You will NOT receive a copy of the PO. 

 

You WILL receive an email confirmation with the items ordered and the PO number. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

Additional Information: 

 

To get back to the Home Page click on Plano Icon 

 

To may also get to the Supplier websites by clicking on  

Supplier Sites and select the vendor 

 

 
 

 

 
 

 

Purchasing Contacts: Veronica Couzynse ext. 20285  Veronica.couzynse@pisd.edu 

John Orr                 ext. 20290  John.orr@pisd.edu 

Return to Application will take you back 

into TEAMS without any items. 


