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1. Log in to the system and go to Procurement
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From your account go to 

Procurement

A



2. Find the Purchase Requisition button under Apps and click it 
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Then Click on Purchase 

Requisition

A



3. In the search bar , write REDA and click Enter.
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4. Click on REDA Punchout
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5. REDA Safe website will open , then go to Personal Protective equipment
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6. Shop your items & add to cart 
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7. Review your cart and the quantities and click “Transfer Cart”
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8. Complete the PR as usual (Fill all information) 
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Choose Agreement release

Mention your location (Bldg/room/Mob) for 

delivery purpose 

Finally click submit
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1. From Procurement go to “My Receipt”
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From procurement click on

“My Receipts”



8. Complete the PR as usual 
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Insert the Po number and search

All items will appear at this area , select all items and 

click receive and finally click submit at the top right 

of the page 



Thank You
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