
Process Punchout Order in NEVADAePro
46 Steps View most recent version 

Created by

C Clarke

Creation Date

Nov 07, 2025

Last Updated

Nov 07, 2025

1 of 28

https://app.tango.us/app/workflow/6fd7c732-0312-4a96-96e4-56467d74ddfa?utm_source=pdf&utm_medium=pdf&utm_campaign=workflow%20export%20links


NEVADAePro (Test) - /view/homepage/home-… 13 Steps

STEP 1

To create a G2B/Punchout order - Click on Punchout
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https://test.nevadaepro.com/bso/view/homepage/homePage.xhtml
https://test.nevadaepro.com/bso/view/homepage/homePage.xhtml


STEP 2

Select vendor from the drop down (ex: Global Industrial) - 
We currently have 23 vendors listed in the drop down to select from -

STEP 3

In this section Department is equal to Division - 
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https://test.nevadaepro.com/bso/g2b/punchout.sda?mode=initial


STEP 4

Location is equal to budget account

STEP 5

This is to select the SHIP TO address, this should not contain BILL TO
 information - please make sure this information is correct.
This information CANNOT be changed once the Punchout button is selected
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https://test.nevadaepro.com/bso/g2b/punchout.sda


STEP 6

Click on Find It

STEP 7

Select the correct SHIP TO address 
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https://test.nevadaepro.com/bso/g2b/lookupAddress.sda?external=true&shipTo=true&selectedAddressId=undefined&departmentNbr=087&locationNbr=
https://test.nevadaepro.com/bso/g2b/lookupAddress.sda


STEP 8

Click on Select

STEP 9

Click on Lookup BILL TO address - 
This information CANNOT be changed once the Punchout button is selected. Please make 
sure to select Purchasing as the BILL TO (379) if the order will contain fixed assets or over the 
$5000 single line item threshold.
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https://test.nevadaepro.com/bso/g2b/punchout.sda


STEP 10

Click on Find It

STEP 11

Select selectedAddressId
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https://test.nevadaepro.com/bso/g2b/lookupAddress.sda?external=true&shipTo=false&selectedAddressId=undefined&departmentNbr=087&locationNbr=1337
https://test.nevadaepro.com/bso/g2b/lookupAddress.sda


STEP 12

Click on Select

STEP 13

Please verify the above information BEFORE clicking on the Punchout button 
below, this information CANNOT be changed once clicked.
Clicking Punchout will re-direct you to the vendors online catalog for the State of Nevada.
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https://test.nevadaepro.com/bso/g2b/punchout.sda


GlobalIndustrial.com - Material… 5 Steps

STEP 14

Select items to go into your cart
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https://punchout.globalindustrial.com/cXML/punchOutSetupStartPage?buyerId=1762545535387.5773161817707985647&infoParam.campaignId=T9T
https://punchout.globalindustrial.com/cXML/punchOutSetupStartPage?buyerId=1762545535387.5773161817707985647&infoParam.campaignId=T9T


STEP 15

Click on ADD TO CART

STEP 16

Click on Continue Shopping
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https://punchout.globalindustrial.com/p/vertical-electric-pencil-sharpener-9-case
https://punchout.globalindustrial.com/addToCart?qty=1&itemKey=33085574


STEP 17

Click on 2 items   ($54.20)

STEP 18

Review if their is any Shipping and Handling included- you will need to make 
a note during the requisition creation. - Click "checkout" which will transfer 
the information back into NEVADAePro (except for shipping and handling fees)
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https://punchout.globalindustrial.com/addToCart?qty=1&itemKey=31599736
https://punchout.globalindustrial.com/viewCart


State of Nevada - Release Punchout Requisi-… 28 Steps

STEP 19

When you are redirected to NEVADAePro you are issued a requisition number 
and will need to fill in the General tab required fields before moving forward.

•  Is this an emergency purchase - usually, No (life, death or fear of imminent harm to person 
or structure
•  Does this project include federal funding: Generally no, but verify with your fiscal team
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https://test.nevadaepro.com/bso/requisition/reqGeneral.sda?docType=R&mode=initial&docId=08DOA-R58644
https://test.nevadaepro.com/bso/requisition/reqGeneral.sda?docType=R&mode=initial&docId=08DOA-R58644


STEP 20

All Punchout contracts are for Goods and are from an existing Contract

STEP 21

Select Yes - this is a purchase from an existing contract from Purchase from
 an existing Contract (Agency or Statewide)?
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STEP 22

All Punchout requisitions should be One-Time purchases

STEP 23

Core.NV required. Does this order include fixed assets or a single line item
 over $5000 then YES  
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STEP 24

Click on Save & Continue

STEP 25

Click on Items
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https://test.nevadaepro.com/bso/requisition/reqGeneral.sda


STEP 26

To mark a line item as a fixed asset - click on the line item

STEP 27

click the fixed asset box - save and continue, repeat for any line item that is 
qualified as a fixed asset. Save & Exit
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https://test.nevadaepro.com/bso/requisition/item/itemGeneral.sda?docType=R&mode=item_general&docId=08DOA-R58644
https://test.nevadaepro.com/bso/requisition/item/itemGeneral.sda


STEP 28

Click on Cancel & Exit when done (ONLY after you have saved the changes)

STEP 29

Click on Accounting tab under Items to add accounting lines
NOTE: do not use the "accounting" tab in the header (black lettering)
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https://test.nevadaepro.com/bso/requisition/item/itemDetail.sda


STEP 30

Click on the line item(s) to add account lines to the requisition

STEP 31

add the correct Fund/Agency/Org/Apprunit/Object 
If any of the fields turn "red" and the entry in NOT in the drop-down, contact the purchas-
inghelpdesk@admin.nv.gov for assistance.
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https://test.nevadaepro.com/bso/document/acct/itemAccountSummary.sda?docType=R&docId=08DOA-R58644
https://test.nevadaepro.com/bso/document/acct/itemAccountDetail.sda?docId=08DOA-R58644&parentId=&itemId=1&docType=R&releaseNbr=&revisionFlag=false&currentPage=1


STEP 32

Click on accountForms[0].acctTablesStruts[1].value

STEP 33

Click on accountForms[0].acctTablesStruts[2].value
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STEP 34

Click on accountForms[0].acctTablesStruts[4].value

STEP 35

Click on accountForms[0].acctTablesStruts[7].value
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STEP 36

Click on Save Based on Percentages - if you are adding multiple accounting
 lines (coding) to a single item, once you select "save based on Percentage or
 Dollars" another accounting line will populate.

STEP 37

Click on Cancel & Exit to move to the next line item
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https://test.nevadaepro.com/bso/document/acct/itemAccountDetail.sda?docId=08DOA-R58644&docType=R&mode=initial&itemId=1&currentPage=1&revisionFlag=false&dateTime=1762545742068


STEP 38

Click on Apply to All Items if you are using the same coding as line "1" 
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https://test.nevadaepro.com/bso/document/acct/itemAccountDetail.sda


STEP 39

Click on Attachments - add any documents related to the purchase ex: 
quotes, pre-authorizations, or other documentation

If the order had shipping and handling included - click on the "Notes" tab and add a note that 
indicated that there is shipping and handling fees that will be included on the order summary 
and invoice. This is VERY Important to make sure that the fee gets approved in the approval 
process and accounting/fiscal knows to add an additional line in CORE.NV for payment
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https://test.nevadaepro.com/bso/document/acct/itemAccountSummary.sda?docId=08DOA-R58644&docType=R&mode=initial&currentPage=1&revisionFlag=false&dateTime=1762545757237


STEP 40

Click on Summary (review) - allows you to review all information before 
submitting for approval.

IMPORTANT Note (G2B/Punchouts): if there is any information that is incorrect; such as ship 
to / bill to, quantities etc.. the requisition will need to be cancelled and recreated to make the 
changes
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https://test.nevadaepro.com/bso/document/attachments/attachments.sda?docType=R&docId=08DOA-R58644


STEP 41

After all of the information is reviewed on the summary tab - Click the Submit 
for Approval button.

STEP 42

Click on Continue and it will prompt the first person to approve or disapprove 
the requisition via email; each person on the approval path will receive an 
email notification when it is their turn to approve.
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https://test.nevadaepro.com/bso/requisition/reqSummary.sda?docId=08DOA-R58644&mode=initial
https://test.nevadaepro.com/bso/requisition/reqSummary.sda


STEP 43

Once the final approval is submitted the requisition will create a Purchase 
Order and will "electronically" let the vendor know that the order has been 
approved.

STEP 44

Click on the Purchase Order number
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https://test.nevadaepro.com/bso/requisition/reqSummary.sda?docId=08DOA-R58644&docType=R&mode=summary&currentPage=1&dateTime=1762545857650


STEP 45

On the summary page it has a timestamp of when the notification of Purchase 
order was submitted by the vendor " Paper Copy Mailed" equals electronic 
transfer of information in ePro.

STEP 46

If you have any questions or need assistance, please contact the Purchasing
 Help desk at purchasinghelpdesk@admin.nv.gov.   - Thank you
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https://test.nevadaepro.com/bso/purchaseorder/poSummary.sda?docId=99SWC-NV25-17082&releaseNbr=17
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