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Imperial Dade Catalog Updates

• To better serve the UD community, we have transitioned Imperial Dade from a 
hosted catalog to a punchout catalog as of January 2025

• If an item you are searching for does not appear in the catalog, please reach 
out to our Account Rep, Mike Clothier at mclothier@imperialdade.com for 
assistance with ordering or pricing.

• Non-catalog orders are available for this supplier, but Imperial Dade’s Item 
#/SKU # must be listed on the PO Line for Imperial Dade to process the 
request.
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Differences between a Hosted and Punchout Catalog
As a Hosted Catalog:
• UD hosted the catalog in UDX – based on the item and price file that was provided 
• Items had limited detail and may not have images available
• Pricing and availability may not be up-to-date – required price file approvals before 

changes were made
• Had to maintain addresses with the supplier to know which UD account order was for
• Could only add one kind of item at a time to the cart
As a Punchout Catalog: 
• The link directs you to the supplier’s catalog through their site
• Items have images and descriptions of products available
• Pricing and availability are up-to-date – supplier handles any changes on their side
• Punchout is automatically tied to UD’s account and contract with the supplier
• Can add multiple kinds of items at a time to a cart
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Where to Find the Punchout
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Imperial Dade’s punchout is in the same location the hosted 
version was on the Shopping Home page. “Hosted” is removed 
from the tile, and a box with an arrow is in the corner to show it 
sends you to the supplier’s site. 

Previously: 
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Punchout is noted in the top left corner to show that you are in the 
supplier’s punchout. Click Cancel Punchout at any time in the top right to 
take you back to UDX.

The UD account with Imperial Dade will be listed. 



Click for Details
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Click (Click for Details) to be 
directed to the item’s 
information.
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On the Item Details page, you 
will see the Item’s information 
including Features, 
Specifications, and 
Sustainability. If the item has 
Product Specification Sheets 
and Safety Data Sheets, they will 
be located on this page as well. 

To go back to the home page, click 
Shopping List or Back to results



Add to Favorites
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If you buy a specific item often, you 
can click Add to Favorites,under 
the item name.

You can click Favorites at any time 
to find your favorited items. This is 
per user, not a shared list.

If you ever need to 
remove an item from 
your Favorites list, click 
Remove Favorite



Ordering
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To add multiple items to the 
cart, put the Quantity in for the 
items, then click Add All To 
Cart.
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Once added you will see items 
added to the cart, and the 
quantities will be empty on this 
page. Click on the cart icon to 
move to checkout. 
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When done, click Transfer Cart 
to bring the order back to UDX.

While in cart, you can update 
the quantity of an item or 
remove an item completely.
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User will be directed back to their Shopping Cart in 
UDX and can then Proceed to Checkout to fill out 
purchasing information or click Assign Cart to assign 
the cart as is. 



Questions:
• procurement@udel.edu

Resources:
• Procurement Services Website
• Shopping Using Punch-Out Catalogs
• Assigning Shopping Carts
• Adding Details to Shopping Carts
• Adding Financial Information to Requisitions
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https://www.udel.edu/faculty-staff/procurement/
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/goodsvcs/punchout-catalog-shopping.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/goodsvcs/assigning-unassigning-carts.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/goodsvcs/adding-details-carts.pdf
https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/goodsvcs/adding-financial-info-reqs.pdf
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