
Buying Guide 
for Branded Merch

This Guide shows how to make corporate purchases in 
the store and how to create a PO in BuyNow for 
branded merchandise with and without a catalog.



2

Useful 
Resources

Procurement Plus Portal 

BuyNow Portal

Procurement Plus Helpdesk via the P+ Bot

Procurement of Goods and Services policy

Procurement Approval and Payment Authorization policy

Please note, it is the responsibility of the requester to set up 

the PO for their merchandise order. 

The order will not be processed without an approved PO in 

place. 

If you are experiencing any issues with setting up the PO/ 

have any questions, reach out to Procurement.

The PO must be raised for the country of delivery to 

ensure the correct VAT is applied. If you are ordering for 

delivery to a country that is not in a catalog in Ariba, please 

raise a Non-catalog PO.

Important 
information

https://in.accenture.com/procurement/
https://s1.ariba.com/gb/?realm=accenture&locale=en
https://procurementplushelp.accenture.com/
https://policies.accenture.com/policy/0931
https://policies.accenture.com/policy/0104
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If ordering from one country with delivery to another, ensure you follow the correct steps. For example, if you are ordering from the United 

States for delivery to France, change your Ariba location to access the dedicated shop, then follow the EMEA shop instructions. Similarly, 
for ordering from Ireland to Switzerland, update your Ariba location and follow the steps for non-catalog EMEA countries.

Delivery to another country?

Countries with catalog’s

United States
Canada
France

Germany
Ireland

Italy
United Kingdom

Steps to change Ariba location 

1. Go to https://buynow-p2p.accenture.com/
2. Click on your initials in the top right, select “Change your profile”
3. Go to Account/Ship on the left, change your Company Code, Purch 

Org, Purch Group and Plant to reflect the country you are delivering 
to. You can find this information here or reach out to P+ Bot for 

assistance.
4. Go to Review Changes on the left and submit. 

Don’t forget to change this information back to the original after your 
merch order is submitted

https://buynow-p2p.accenture.com/
https://buynow-p2p.accenture.com/
https://buynow-p2p.accenture.com/
https://collections.accenture.com/fileviewer/be2c30bd-0f02-4c1c-a6e7-5ebf6662e452?pinid=7ba17f67-7480-410e-8ff1-944f67c1cf34
https://procurementplushelp.accenture.com/
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Buying 
merch
Please ensure you are 
following the correct 
guide

Ordering from the store in North America
Ordering from the store in North America

 Use this guide when making a corporate purchase directly from the North 
America store if you are based in the United States or Canada

Ordering from the store in EMEA
Ordering from the store in EMEA

 Use this guide when making a corporate purchase directly from the Europe 
store if you are based in France, Germany, Ireland, Italy or the United 
Kingdom

Ordering from the store in EMEA
Ordering from the store in EMEA

 Use this guide when making a corporate purchase directly from the Europe 
store if you are based in an EMEA country outside of the above mentioned

Ordering a custom order/ creating a non-catalog PO
Ordering a custom order/ creating a non-catalog PO

 Use this guide when making a corporate purchase for items not from the store 
or for custom orders 

Ordering from the store in North America
Ordering from the store in North America (coming soon)

 Use this guide when making a corporate purchase directly from the North 
America store if you are based in Mexico or LATAM

Requesting an exception
Requesting an exception

 Use this guide when requesting an exception to buy merch

Need help?

Need help?
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Ordering from the store – 
North America

Follow these steps when making a corporate purchase in the 
United States and Canada
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1. In BuyNow, search for Brand Addition Promotional 

Products catalog and select Buy from supplier. Once 

on the store, click “x” on the pop up

2. Go through the products and select your items

3. Once you have selected your items select the cart 

icon

4. Ensure quantity is correct, if updating this ensure to 

select Update

5. Select Submit Punchout Order. 

6. Select Proceed to Checkout on the next screen

How to create a Catalog Purchase Order (PO) in BuyNow for North America 
(when based in United States or Canada)

1

4
5

2 3

https://buynow-p2p.accenture.com/
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How to create a Catalog Purchase Order (PO) in BuyNow for North America 
(when based in United States or Canada)

7. Complete the mandatory details field:

• Title: Add in title of order

• Need by date: Add in a realistic date

• Line items: Check all the boxes, Select Actions and 

Edit

• Billing address: Check information is correct

• Delivery address: Ensure information is 

correct

• Charge Code: Add in your WBS

8. Click Submit

7

8



Ordering from the store – 

EMEA

Follow these steps when making a corporate purchase in France, 

Germany, Ireland, Italy or the United Kingdom
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1. In BuyNow, search for Brand Addition Promotional 

Products catalog and select Buy from supplier. Once 

on the store, click “x” on the pop up

2. Go through the products and select your items

3. Once you have selected your items View and Edit Cart

4. Ensure quantity is correct, if updating this ensure to 

select Update Shopping Cart

5. Select correct Shipping Destination. Please note if 

you change the quantity after selecting your shipping 

destination, you will need to reselect it

6. Select Transfer Cart and on the next screen click 

Proceed to Checkout

3

How to create a Catalog Purchase Order (PO) in BuyNow for EMEA (when 
based in France, Germany, Ireland, Italy or the United Kingdom)

1

4 5

6

2

https://buynow-p2p.accenture.com/
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How to create a Catalog Purchase Order (PO) in BuyNow for EMEA (when 
based in France, Germany, Ireland, Italy or the United Kingdom)

7. Complete the mandatory details field:

• Title: Add in title of order

• Need by date: Add in a realistic date

• Line items: Check all the boxes, Select Actions and 

Edit

• Billing address: Check information is correct

• Delivery address: Ensure information is 

correct

• Charge Code: Add in your WBS

8. Click Submit

7

8



Ordering from the store – 

EMEA

Follow these steps when making a corporate purchase outside of France, 
Germany, Ireland, Italy or the United Kingdom
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1. Go to the Europe store and click “x” on the pop up

2. Hover over the person icon to change your currency. Go 

through the products and select your items

3. Once you have selected your items View and Edit Cart

4. Ensure quantity is correct, if updating this ensure to 

select Update Shopping Cart

5. Select correct Shipping Destination and add in relevant 

information. Please note if you change the quantity after 

selecting your shipping destination, you will need to 

reselect it (An approved PO number is required to process 

the order. Follow the "Creating a non-catalog PO" steps to 

add subtotals, shipping, and tax. You can submit the 

order, but it won’t be processed until the PO is approved.)

6. Select Business Purchase

3

How to create an order from the Europe store for EMEA countries outside of 
France, Germany, Ireland, Italy or the United Kingdom 

4
5

6

1 2

https://www.accenturemerchandise.com/
https://www.brandedstore.com/Accenture/shop.axd/WorldMap
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7. Enter required information

8. Select Direct Invoicing and provide approved PO 

number - this does not start with PR. You can select 

Place Order if you do not have the PO number yet, but 

the order will not be processed until the PO is approved 

in BuyNow.

How to create an order from the Europe store for EMEA countries outside of 
France, Germany, Ireland, Italy or the United Kingdom 

7

8



Create a non-catalog Purchase 
Order (PO)

Use this option for custom/ special orders and for when your country is not 
covered by a catalog in Ariba
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1. In BuyNow, select Request a non-catalog item 

2. Complete the required fields: 

• Product name: Short description of the item

• Category: Search merchandise and select appropriate 

commodity code. Refer to commodity code look up tool.

• Description: Brief description of item

• Quantity: Add amount

• Unit of measure: Each

• Unit price: Add price (ensure correct currency is selected)

3. Click Add to Cart

These steps need to be repeated for each line item (products, tax, 

freight, etc.). After completing the first item's information, click "Done" 

(click "x" to remove the cart pop-out to see this) and start from step 1. 

Repeat these steps until you have included all the items you want 

covered.

4. Click Check Out

3

1

2

4

How to create a Non-Catalog Purchase Order (PO) in BuyNow

https://s1.ariba.com/gb/?realm=accenture&locale=en_US
https://in.accenture.com/procurement/tools/
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5

Approval flow will appear before 

submitting the request (if 

approval required)

6

How to create a Non-Catalog Purchase Order (PO) in BuyNow

5. Complete the mandatory details field:

• Title: Add in title of order
• Ship to: Ensure address is correct

• If you are shipping to a different location within your country, 
click ”Manage locations” and select address

• If you are shipping to a different country, first change 

Company Code and the Purchase Organization in ”Other”, 
then update the address (the Company Code excel file shows 

the corresponding Purchase Organization ID). Even if the 
shipment is going to multiple locations, the PO needs an 

address, so add in an Accenture office address

• Charge to: Add in your WBS
• Need by date: Add in a realistic date

• Vendor: Brand Addition Limited for Europe orders, Gateway, CDI for 
NA orders

• Billing address: Ensure the billing address is to the country the 

items are being delivered to or the order cannot be processed. 
Please confirm with Brand Addition which country your PO should be 

billed to
• General Ledger: Ensure it aligns to commodity code previously 

picked 

6. Click Submit

→ Mandatory fields vary based on the country, category and amount 

of the purchase, and the career level of the requestor

→ For more information about purchasing Policies and requirements, 
go to Procurement Plus Portal 

https://collections.accenture.com/collections/3f5b085f-08b2-e811-8176-0a360102099e
https://in.accenture.com/procurement/buying-process/?tab=policies#Policies


How to apply for the merchandise 

buying exception

Use this for information on the form if your ordered is not related to 

New Joiners, V&A Welcome gifts and Recruitment
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1

How to apply for the extraordinary exception

1. Extraordinary circumstance exception :

• Once you click Submit, you will receive an email with the 

subject line ACTION REQUIRED: Your PR1234567 requires 

attention

• If your order is related to any of the 3 categories below, 

select the appropriate prompt in the email:

• New Joiners (spend related to the onboarding of 

new employees within first year of their journey)

• V&A Welcome Gifts (spend related to onboarding 

of new employees within first year of their journey 

via venture or acquisition) 

• Recruitment (spend related to identifying, 

attracting, selecting, and hiring new employees)

• All other requests must apply for an extraordinary 

circumstance exception, as Corporate Services & 

Sustainability and Accenture Leadership have specific 

rules on what teams/categories can purchase items with 

Accenture funds. Once you request for an extraordinary 

circumstance you will receive an email to add a new item 

to the SP list (see next page).
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How to apply for the extraordinary exception

2. Request form:

• Title: Add in your PR number

• Requestor: Enter your name

• Country: Relevant country for PO

• PR Type: Select as appropriate from dropdown 

• Accenture/ Avanade: Enter relevant information

• MD who approve: Enter MD name

• Recipient: Who will be receiving the items 

• No. of Accenture recipients: Enter numerical value

• No. of client recipients: Enter numerical value

• Client name – if applicable: Add in client name if this is a 

client gift

• PR value in USD-Range: Select as appropriate from dropdown

• PR value in USD-Exact: Add in amount from PO (in USD)

• Items/ Volumes Requested: Add in items and quantity

• Cost per person: Add in USD

• Business case: Why is this being done?

• Impact of not purchasing: What negative outcome would 

there be?

8



Need help?
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•For information about the purchasing process (creating a purchase order, approving an 

invoice, paying), please review the Buying Process page.

•To engage Procurement Plus support, please ask the P+ Bot or log a ticket.

•For self-help Job Aids and FAQs, please access this Collection.

Helpful contacts

https://in.accenture.com/procurement/buying-process/
https://procurementplushelp.accenture.com/
https://support.accenture.com/support_portal?id=main&spa=1&tab=home-page&catalog_sys_id=c6372da91bc7d8d0d4c0437cdc4bcb82
https://collections.accenture.com/collections/cc12e0ab-7a7f-4955-b519-c0fa7ab9565f
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