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NEVADAePro (Test) - /view/homepage/home-... 13Steps (§

STEP 1

To create a G2B/Punchout order - Click on Punchout
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STEP 2
Select vendor from the drop down (ex: Global Industrial) -

We currently have 23 vendors listed in the drop down to select from -

a Search Catalog v n Advanced @ @ q

ping
Global Industrial Company - Punchout Catalog (99SWC-NV25-17082) v
A
999 - State Purchasing v,
Q
Q
Punchout Reset Cancel & Exit

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reserved.

STEP 3

In this section Department is equal to Division -

NEVADAePro e Search Catalog v n Advanced

Punchout Shopping

o Global Industrial Company - Punchout Catalog (99SWC-NV25-17082)
rament: 087 - DOA Director's Office v
iion™

999 - State Purchasing ~»

to Address Q
) Address Q
Punchout Reset Cancel & Exit

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reserved.
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https://test.nevadaepro.com/bso/g2b/punchout.sda?mode=initial

STEP 4

Location is equal to budget account
- ||

Punchout Shopping

Global Industrial Company - Punchout Catalog (99SWC-NV25-1708

rtment”:

087 - DOA Director's Office v
fon' 1337 - DOA Director’s Office v
to Address Q
> Address Q
Punchout Reset Cancel & Exit

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reserved.

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

Director's Office v

A Director's Office v

Q
Q

Punchout Reset Cancel & Exit
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https://test.nevadaepro.com/bso/g2b/punchout.sda

STEP 6
Click on Find It

County

DEFGHIJKLMNOPQRSTUVWXY.

Find It

Clear

Close Window

Copyright © 2025 Periscope Holdings, Inc. - All Right

STEP 7
Select the correct SHIP TO address

Select Department Department Depa

ID

®| 087

NEVADAePro

Name Suffi;
ID

DOA A115

Director's

Office
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STEP 8

Click on Select

Select Close Window

Copyright © 2025 Periscope Holdings, Inc. - All Rigt

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.

39701

scopeholdings.com
-7890
15

Q

Punchout Reset Cancel & Exit

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reserv
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STEP 10
Click on Find It

DEFGHIJKLMNOPQRSTUVWXY.

Copyright © 2025 Periscope Holdings, Inc. - All Right

STEP 11
Select selectedAddressld

O o087 DOA
Director's
Office

087 DOA

Director's
Office

NEVADAePro

Find It

AQ379

N002

Select

County

Clear

Close Window

BILL TO: 1337
Purchasing
Division

BILLTO:ASD 1337

DOA Yes
Director's
Office

DOA No
Director's
Office

Close Window

Bill To: Purchasin
515 E Musser St Si
Purchasing Divisi
Department of
Administration
State of Nevada
Carson City, NV 8
us

Email:
test@periscopeh
Phone: (123) 456-
Alt. Reference: 37

Bill To: Administr:
Services Division
209 E Musser StR
Administrative Se
Division
Department of
Administration
State of Nevada
Carson City, NV 8
us

Email:
test@periscopeh
Phone: (123) 456-
Alt. Reference: 00.
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STEP 12
Click on Select

Select Close Windov

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.

Administrative Services Division
Department of Administration
State of Nevada

Carson City, NV 89701

us

Email: test@periscopeholdings.com
Phone: (123) 456-7890

Alt. Reference: 002

Punchout Reset Cancel &

Copyright © 2025 Periscope Holdings, Inc. - All Righ

Current Org: Departme

NEVADAPro 8 of 28
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Globallndustrial.com - Material... 5 Steps (4

STEP 14

Select items to go into your cart

Office & School Packaging
Supplies Shipping

NEVADAPro 9 of 28
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STEP 15
Click on ADD TO CART

I Electric Pencil Sharpener

1

ADD TO CART

STEP 16
Click on Continue Shopping

e

33085574 Price:$35.95
Ships in 3 Business Total: $35.95
” Continue Shopping
=. All Right Reserved Clearance | Privacy | Terms of Use

NEVADAePro
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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)

: =y
) 969- 2 items ($54.20)

00

ial.com

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)

Ship Method: GROUND
ltem: $54.20

Shipping: $0.00

Total Does not include Tax
$54.20

| omeaout |

Quote Key: ] Please Select v \

P omas Ame -
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State of Nevada - Release Punchout Requisi-... 285Steps (4

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

NEVADAePro

Alternate ID:

Print Format: * Requisition Print «,

Is this an

emergency No «,
W

purchase? :

Does this project
include federal No «,
funding? "

What are you
procuring? "
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STEP 20

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

STEP 21

Contact:
Alternate ID:

Print Format:

Is this an
emergency

e
purchase? :
Does this project
include federal
funding? b
What are you
procuring?™ :
Purchase from an
existing Contract
(Agency or
Statewide)? "
Is this a one-time
purchase, or an

. *

on-going need? " :
Anticipated
Contract Start
Date ™
(MM/DD/YYYY)
Anticipated
Contract End Date
* L IMM/DDAYYYY)

” -
Contact Phone:

Estimated Cost: $54.20

Requisition Print «,

No

No

Goods (commedities, supplies, materials, or equipment)

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

NEVADAePro

Is this an

emergency No ,
-
purchase? :

Does this project
include federal No .,
funding? "

What are you
procuring? "
Purchase from an
existing Contract

(Agency or
Statewide)? " :

Goods (commodities, supplies, materials, or equipment)

Yes - this is a purchase from an existing contract

Is this a one-time

purchase, or an v
. *

on-going need? " :

Anticipated
Contract Start

Date *:

HH

(MM/DD/YYYY)

Anticipated
Contract End Date
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STEP 22

All Punchout requisitions should be One-Time purchases

STEP 23

What are you
procuring? "

Goods (commodities, supplies, materials, or e

Purchase from an

existing Contract
(Agency or

Yes - this is a purchase from an existing contr.

Statewide)? *.

Is this a one-time

purchase, or an One-Time «,

on-going need? "

Next step Please select release in the requisition type fielc

Mark the next box If this order includes fixed assets per SAM 0326
as indicated the answer to the next question. Use the same

Core.NV

requisition (RQS)

rarmsirard

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

NEVADAePro

Does this project
include federal
funding? .
What are you
procuring? *:
Purchase from an
existing Contract
(Agency or
Statewide)? *.
Is this a one-time
purchase, or an

2 *
on-going need? :

Next step

No «,

Goods (commodities, supplies, materials, or equipment)

Yes - this is a purchase from an existing contract « ,

One-Time «,

Please select release in the requisition type field above, and add search for items on t

Mark the next box If this order includes fixed assets per SAM 0326, select 'Yes, this requires a requisitior

as indicated
Core.NV
requisition (RQS)
required "
Billing address

Requisition types

the answer to the next question. Use the same R#, if possible, in Core.NV and add the

No v

Please use your agency billing address for this requisition.

The different requisition types and when to use eg Ol

14 of 28



STEP 24

Click on Save & Continue
[ JU'«IPII\-J' FRILALS T TRAT Ly AT A \-\1\0‘"./"'\-' LS rJUl Ll IAI e T I \-\1uldlllvll I.J'rl\-d-

erlocal contracts, cooperative contracts, and all other contracts, including for combinet
equisition type, order from contracts on release or RPA release requisition types.

axecuted under direct client services (DCS) statewide contracts (SWC) where client has «
al, and human services. Release requisition type.

n for a future project or solicitation. Does not lead to a purchase or contract award. Oy

User Last Updated: Charity Clarke

Save & Continue

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reserved.

Current Org: Department of Administration

STEP 25

Click on Items

Release Punchout Requisiti

General ltems Vendors Address Accou

Conflrmation Messages

Changes saved successfully.

NEVADA&Pro 15 Of 28


https://test.nevadaepro.com/bso/requisition/reqGeneral.sda

STEP 26

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

ltem # Links

E] Contract #/ Line #: 99SWC-NV25-170

2 Contract # / Line #: 99SWC-NV25-170

STEP 27

click the fixed asset box - save and continue, repeat for any line item that is
qualified as a fixed asset. Save & Exit

Fixed Quantity Catalog Pric
Asset Unit Cost
0O 1.0 $18.25

fixed asset
NIGP Class " : 485 - JANITORIAL SUPPI

NIGP Class Item ™ : 65 - Janitorial Equipmet
Classified)

NEVADAGPro 16 of 28
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STEP 28

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

Reset Cancel & Exit

Il Rights Reserved.

rtment of Administration= | November 7, 2025 12:01:

STEP 29

Click on Accounting tab under Items to add accounting lines

NOTE: do not use the "accounting” tab in the header (black lettering)

lease Punchout Requisition 08DOA-R5864«

il Items Vendors Address  Accounting Routing  Attachment

n Vendors Address Accounting Notes

y Column: PrintSequence () Sort Descending Gt

NEVADAePro
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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

L AcCcounting distribution 1s missing and |

Iltem # (Account Distribution)ltem Description

E] (0.0% Less than 100% ) House of Doo

2 (0.0% Less than 100% ) Bostitch Verti

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.

#1: House of Doolittle Recycled Academic WeeklyMonthly Appoin

e FiscalYear Alternate  Fund" Agency* Org* Suk
ID Org

2026 v |

B ¢ °
B

od

201

e,

NEVADAePro
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https://test.nevadaepro.com/bso/document/acct/itemAccountSummary.sda?docType=R&docId=08DOA-R58644
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STEP 32

Click on accountForms[Ol.acctTablesStruts[1l.value

f Doolittle Recycled Academic WeeklyMonthly Appointment Boc

ear Alternate  Fund" Agency* Org* Sub Appr !
ID Org
v 101 |
a

Q 070 Q C

Account Co

079
STEP 33

Click on accountFormsl[Ol.acctTablesStruts[2].value

2 Recycled Academic WeeklyMonthly Appointment BookPlanner A

rnate  Fund® Agency* Org"t Sub Appr Unit"  Act
D Org

101 070 |

Q Q

Account Code:

- Q
0000
3

0000

NEVADACPro 19 of 28



STEP 34

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

WeeklyMonthly Appointment BookPlanner Aug 2025 to 2026

;ency* Org* Sub Appr Unit* Activity  Function  Ob
Org
770 0000 |
Q Q D0900 ; (
Q
100910
STEP 35
Click on accountForms[0]l.acctTablesStruts[7]l.value
inner Aug 2025 to 2026
' Activity  Function  Object” Sub Job

Object

NEVADACPro 20 of 28



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.

Q Q Q Q
rde: Q

Total:

Save Based on Dollars Save Based on Percentages Reset Cancel &

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reserved.

Current Org: Department of Administration= | Novemb¢

STEP 37

Click on Cancel & Exit to move to the next line item

Reset Cancel & Exit

5 Reserved.
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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"

ascription

Recycled Academic WeeklyMonthly Appointment BookPlanner Aug 2025 to 2026

ititch Vertical Electric Pencil Sharpener

Apply to Selected Apply to All items

Delete Selected Delete All Reset

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reserved.

NEVADAePro

22 of 28


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

:quisition 08DOA-R58644

3ss  Accounting  Routing | Attachments Notes  Reminders  Sum

Description
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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

44 Ste

lents Notes Reminders | Summary
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STEP 41

After all of the information is reviewed on the summary tab - Click the Submit

for Approval button.

ne

Submit for Approval

Cancel Requisition

Copyright © 2025 Periscope Holdings, Inc. - All Rights R

Current Org: Department of Ad ii

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.

15 ASD Contracts B

$0.00-%$9,9'

1e submitting the document, or click Cancel & Exit to cancel the document subr

Continue

Cancel & Exit

Copyright © 2025 Periscope Holdings, Inc. - All Rights Reser
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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.
NEVADACPro Q --- Catalog v n Advanced @ @ ®

Release Punchout Requisition 08DOA-R58644 status: 1RGP - Gone to

General  Items Vendors Address  Accounting  Routing  Attachments  Notes  Reminders  Summary

System Warning(s)

(an Purchase Order is 99SWC-NV25-17082:17
—

Header Information

Requisition Number: 08DOA-R58644 Short Description: G2B#39SWC-NV25-1/082  status:
Organization: Department of

Administration
Department: 087 - DOA Director's Office  Locatlon: 1337 - DOA Director's Office Required By Dat|
Entered Date: 11/07/2025 Requisition Type: Release
Reauestor: Charity Clarke Purchaser: Fiscal Year:

STEP 44

Click on the Purchase Order number

PR I v A % 1 %Al T% % oA l\\-\.J‘\Jllul\.lvll AT e T B N N N |

General Items  Vendors  Address Accounting Routing  Attachments

System Warning(s)

New Purchase Order is|99SWC-NV25-17082:17

Header Information

Requlsitlon Number: 08DOA-F
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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.

Email:
test@periscopeholdings.com
Phone: (123) 456-7890

Id: 4315

Alternate |d: PUR0002009

Document Notifications Acknowledged Date/Time

Purchase Order Paper Copy Mailed 11/07/2025 12:04:19 PM

There are no vendor performance documents.

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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