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Step-by-Step Guide for PunchOut and 
Purchasing from Contracts and Solicitations 
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Shopping Instructions
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1. Please make sure that you and your approver have been onboarded to Jaggaer / IMPACS.

2. Verify your “Ship To” and “Bill To” Addresses in your profile.

3. Check that your Department has an active account with the PunchOut Vendor.

4. One Purchase Requisition (PR) per Vendor. Please do not mix vendors on a PR.

5. Each Vendor may have different procedures to place orders. Please reach out to the State 
of Iowa Contract Manager for more information. At a later date, there will be a depository of 
Vendor instructions.



Sign into Okta and locate the Jaggaer stickers
Click on DAS Jaggaer PROD to enter the Production site.
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Main Menu

5

You may expand the Main Menu by clicking the arrow at the bottom-left of the screen



Shopping Dashboard 
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Open the Home 
Dashboard or the 
SHOP Dashboard. 
From the Shop 
Section, the 
Buyer may search 
for products, 
services, vendors, 
part numbers, 
etc. or use the 
PunchOut Vendor 
Catalogs.



PunchOut
Shopping with Vendor PunchOut Catalogs



PunchOut Stickers
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Under the Showcases
Section, on the Shopping 
Dashboard, there are 17 
PunchOut Vendors featured 
on IMPACS. Each is 
represented by a Vendor 
sticker.



PunchOut Vendor Navigation
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Once you click on the sticker, you will be directed to the Vendor’s website which has the 
contract pricing built into the product & service offerings. Follow the Vendor instructions. 
Each Vendor might have different instructions on how to proceed. 



PunchOut Vendor Navigation
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Continue to 
follow the 
Vendor 
instructions and 
note any special 
instructions.



PunchOut Navigation

11

Once on the shopping site, navigation is similar to any online shopping experience. A banner at 
the top of the webpage shows that you are on the Vendor’s PunchOut website and you may 
exit at any time by clicking on the Cancel PunchOut button.



PunchOut Navigation
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Select your item(s), quantity, and add to cart.



PunchOut Navigation
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Select your Fulfillment option and note the Vendor terms for delivery.



PunchOut Navigation
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Select your Fulfillment option and note the Vendor terms for delivery.



PunchOut Navigation
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Fill out the Vendor instructions.



Shopping Cart Navigation



Shopping Cart Navigation
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You are redirected to the IMPACS Shopping Cart. Note the action items.



Shopping Cart Navigation

18

After addressing the action items, you may rename your Shopping Cart to your Agency 
preference. You might have noticed that there are six items in the cart instead of five. The next 
slide will show you how to remove the sixth item.



Shopping Cart Navigation
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The sixth item was added by mistake. You may remove the item by selecting the checkbox next 
to the item and then clicking the small arrow which brings up a selection box. Select Remove 
Selected Items.



Shopping Cart Navigation
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You are now ready to Proceed to Checkout



Purchase Requisition   
Navigation (Checkout)



Purchase Requisition Navigation
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You have now created a Purchase Requisition. Please note the action items. Select the pencil 
icon to edit the section that needs information. Fill in the Accounting codes as necessary.



Purchase Requisition Navigation
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Check the Shipping and Billing addresses; edit if necessary. Also, check the PO clause to ensure 
the correct terms & conditions for the purchase. Change (if needed) by selecting Edit.



Purchase Requisition Navigation
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Scroll down the page and check the contract # (in most cases it will be populated) and add any 
Internal or Vendor attachments as needed. If changes are needed, you may Modify or View the 
items in your cart.



Purchase Requisition Navigation
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By clicking the three dots next to the Assign Cart button, a menu pops up that allows you to do 
several actions. If the approver of the Requisition returns it back to you, you may view their 
message to you here. 



Purchase Requisition Navigation
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You may now click the Proceed to Checkout button to have an Approver review the Purchase 
Requisition, approve and issue a Purchase Order. You may assign the cart to another user well. 



Purchase Requisition Navigation
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The Purchase Requisition has been submitted to the approver. 



Purchasing from Contracts



Purchasing from Contracts
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The process is similar for purchasing from contracts. Instead of selecting a Vendor PunchOut 
sticker, you may use a simple or advanced search to find the good, service or task to purchase.
You may have saved Favorites, and you will find your favorites in the Go to line.



Purchasing from Contracts
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In this example, “Cog” is typed into the search line. The following products displayed from the 
search. You may narrow down your search by using the left menu and search by vendor, 
category, etc. The green ribbon icon in the upper-left corner of the item box means that the 
item has a contract in place. You may view the contract by clicking on the icon.



Purchasing from Contracts
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Select the quantity and Add to Cart. By selecting the arrow next to the Add to Cart button, 
other actions may be selected. 



Purchasing from Contracts
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Once you have added the item(s) to the cart, a SUCCESS popup appears and you may select to 
view the cart or Checkout from here. Or you may select the cart icon and have the same option 
with the additional function of deleting the items in your cart, by clicking the trashcan icon.



Purchasing from Contracts
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The Shopping Cart opens and the process is the same as with the PunchOut purchase 
requisition creation. Note the contract has self-populated and the blue and silver ribbon 
indicates that this is a Contract Non-catalog Item. Change the PR name (if needed) and 
populate the commodity code. Proceed to Checkout.



Purchasing Zero Dollar 
Non-Catalog Items from 
Contracts 



Shopping Cart Navigation
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Adding Non-Catalog Items form Contracts

Select the Non-Catalog Item link in the search bar

The Add Non-Catalog Item 
pop-up appears.

Select the Vendor you want to 
purchase from or search using 
the search icon and enter the 
Product Description, Quantity, 
Price Estimate and Packaging 
information.



Shopping Cart Navigation
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Adding Non-Catalog Items from Contracts

If this purchase is a 
Capital Expense then 
check the box. Include 
the Commodity Code for 
the item and the 
Manufacturer’s name 
and Part# (if applicable).
If there are any product 
flags that you want to 
enter, check the box.  
If an attachment is 
needed, click the add 
attachment button.

Click Save or if you have 
more non-catalog items 
to add, Save and Add 
Another.



Shopping Cart Navigation
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Adding Non-Catalog Items from Contracts

Return to your 
Shopping Cart by 
clicking on the 
cart icon in the 
upper right of 
the screen. 
Check to make 
sure you are 
purchasing off 
the correct 
contract and 
proceed to 
checkout if 
everything is 
correct.



Purchasing from Sourcing 
Event



Purchasing from Sourcing Event
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When a Sourcing Event has been awarded to one or more suppliers, a Buyer may choose 
to Initiate Procurement Process from the Event Actions drop-down.

1. Access the Awarded event, and navigate to the Supplier Responses page.

2. From the Event Actions drop-down, select Initiate Procurement Process.

2.1 An overlay displays confirming you will be creating a shopping cart.

2.2 If appropriate, select a different user for whom the cart will be created, and click Continue.

3. The page refreshes, indicating the created document number in the event information.

4. You may navigate to the cart in eProcurement and note the Sourcing Event reference.

5. Finish adding any appropriate details to the cart and submit for approval.



Purchase Orders
Steps for Purchase Order Approval and Distribution



Purchase Orders
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The Purchase Requisition enters the 
approval workflow. The steps and status are 
outlined on the right side of the screen. 



Purchase Orders
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The Purchase Requisition is sent to the 
approver(s) by email. The approver can 
open the email and see the Purchase 
Requisition details. They may Approve, 
Reject or assign the document to 
themselves. If the document is rejected, it 
becomes locked and edits cannot be made. 
You must start over with a new Purchase 
Requisition.



Purchase Orders
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Once the Purchase Requisition is approved, 
the status will indicate Completed and the 
purchase order number will display. Click on 
the Purchase Order hyperlink.



Purchase Orders
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The Status of the Purchase Order is displayed.



Purchase Orders
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How the PO is sent to the Vendor is specified in their Vendor Profile. The preferred method is 
to send the Vendor an email with the PO attached as a PDF (this is the default). The Vendor 
may opt for a fax, in which they should provide the phone # in their profile. You may also 
print and manually send the PO – this is discouraged. On the Purchase Requisition, the Buyer 
may also select the PO distribution method.



Invoicing
How to pay the Vendor Invoice



Invoice Payment
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The Vendor invoice will be sent to the Bill To address on the purchase requisition.
Enter the basic purchase information into I/3. Use the PRC, GAX or P-Card method to 
pay the invoice. If a State Agency has a different way to pay the Vendor, then continue 
using that method.

When Workday FIN is implemented for the State of Iowa, there will be an import of the 
Purchase Order into that system.

Non-State Agency entities will pay the Vendor in the way they always have.



Questions?
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Contact:

Laura Shannon

laura.shannon@iowa.gov

515-330-7325

mailto:laura.shannon@iowa.gov
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