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Search within Staples Punch-out by entering keywords into the search field e.g. pen: 
 
 

 
 
 
 
 

Select an item by clicking  in below screen shot 
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The item will be added to your Staples cart when you click  
  

 
 
 
Click the cart icon to retrieve your cart 
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Review cart contents and click  
 

 
 
 

After reviewing cart contents click and you will be transferred back to CU Marketplace! 
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Success! Now your Staples cart is back in CU Marketplace and you can submit your cart or assign it accordingly! 
 
Don’t forget to “name your cart”!  
 
 

 
 

To modify item quantities or add additional products to this order click the  link.  You will be 
transmitted back to the Punch-out where you can add or delete items and then go through the same check-out 
process outlined in this user-guide. 
 
 
 
 
 
 
 


