
  UC ANR Business Operations Center 

November 2025 

Instructions for Downloading Invoices from Aggie Enterprise Punchouts 
Use these instructions when you’ve used a PPM CoA and need an invoice for reporting on the award. 
Click on each of the following for punchout-specific instructions.  

BEST PRACTICE: Once order is received, download all invoices associated with your order and 
place with your award files so you have it for any possible audit. 

Contents 
Amazon Business .............................................................................................................................. 1 

CDW-G ............................................................................................................................................. 4 

Dell .................................................................................................................................................. 7 

ODP (Office Depot) .......................................................................................................................... 10 

Fisher Scientific .............................................................................................................................. 10 

Amazon Business 
Note: Requisition Submitter must be the one to log in and download the invoice. 

From inside the punchout, click on Returns & Orders in the top right corner, just to the left of the Cart 
symbol: 

Sign into Amazon Business with the password you use to log into Aggie Enterprise. It will show you 
your recent orders. 
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Click on View order details 

Click on Invoice 
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Click on Printable Order Summary 

Download file, save as PDF, and include with your reporting for the award you used. 

Video Instructions from Amazon: 

https://www.amazon.com/gp/help/customer/display.html?ref_=hp_gcs_csd_d2_000_2_GRPUHK7RC
NVRBURD_JnJVUqkr0Y&nodeId=GRPUHK7RCNVRBURD&qid=1764117814402&sr=2 
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CDW-G 

Click on UC Davis is top right corner (anyone can search anyone’s order) 

Click on Order Status 

Don’t change anything in this section.  Scroll down to Account 12527700 - Uc Davis Contracting 

Services 

You can enter the Order Number in Search and change the search time frame. 
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Once you search an invoice number you can then click on view invoice 

You can print a copy of the invoice. 
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Dell 

Click on University of California in right hand corner (anyone can search anyone’s order) 

Click on Order Status 

You can then enter the any of the fields below an apply the filters to search for an order. 

Click on the down arrow to get more details 
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Click on More – DO NOT click on Invoices 

Click on Order Details 

Click on Open Order Details 
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Click on Open Invoice 

Invoice will open in new window.  You can download and save. 
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ODP (Office Depot) 

Click on Orders center top of screen. Only the person who places the order can pull their invoices. 

Enter your filters and then click search 

Fisher Scientific 

Click on Order Status (anyone can search anyone’s order) 

Enter the PO or Order number and change the time frame 
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Click on View Invoice for the order you need the invoice 

The invoice will open in a new window.  You can download and save. 




