How to create a Punch Out
on Jaggaer
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For Example:
W.B. Mason

Once you click the W.B.
Mason punch out, you will be
directed to their main page.

For instance, if you want to
purchase a calendar. You
would type that in the search
box.
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Welcome to W.B. Mason!

Here at W.B. Mason we know you wil find our service fastand friendly. Here are some important things 1o know

about the senvices avaiable t you through W, Mason

B MASON CONTRACT INFORMATION W_

s apar of the agreement betieen W8, Mason and
SUNY (Contract Number CCD4096), each SUNY
Institution can expect

+ SUNY Negofited Pricing

» Local Dedicated Services (See Dashboard for
Rep Info)

+ Brands You Know and Trus!

» Local Delvery by a W, Mason Driver

+ One Stop Shopping for Allof Your Office Needs

+ State of the At Ordering Website

+ The WB. Mason Brand, Trusted Since 1693

Free Next-Day Delivery!

Al orders feceived befote 5P EST wil be deiivered
nextday lo your offce. There are no order
minimums.and no delivery charges.

Local Dedicated Service Team

W.B. Mason maintains a dedicated customer senvice
and management feam spectfically for your account
Use the "Contact Us™tab to reach your local team
diectly

Please provide your sales order number {example:
$007590941), flem number in question and quantiy
‘when inquiring about any orders.




You select the calendar/item you
would like.

Select the quantity you want, and then
you proceed to click on Add to Cart

Once added to the Cart, a sidebar will
appear. You either exit (by clicking the
“X”) to add more items or check out

Once you have added everything to
the cart, you can go ahead and click on
checkout.
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It will redirect you to the Jaggaer
website.

Your items will be automatically
placed in your shopping cart

Revise

When you are ready to purchase,
you can go ahead and click on
Proceed to Checkout

Shopping Cart + 215061749

Goto: NonCatalogitem | Favorites | Forms | Shap | Quick Order Browse: Suppliers | Categories | Confracts

simple  Advanced

Search for products, suppliers, forms, part numbes, etc.
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'WB Mason Company Incorporated - 1 ltem - 6.31 USD

SUPPLERDETALS © ) /@) 200:70 501981101 Bosto,Massachusets 0220

Need tomake changes? MODIFY ITEMS | VIEW ITEMS  fems) was relrieved on 4/20/2026 110518 AM
+ Monihiy Wall Calendar, 12 Monih, &' x 11" Jan 2026 - Dec 2026

Line tem Catalog
1 Mnthly Wl Calendar, 12 Month, 8"x 11", Jan 20254 RAGPMIZ8
06
TEM DETALS {)
Copuett 00409 ¥
Suabe ety of New York/W. Mason: CO0%6.
Commodiy Cade 4121600-2300000.530010

Desk suppler

EA

Unit Price

LX)

Seath (A1) a awe op 01

KelyMarioaz
Name

202604-20 OLD-MARTINEZK 01

Totl (631 U80)

Totak 63

Foweed by 4046 | JAGOAER S Py ey



Now you will checkout your cart.
Click under general and edit some
information. You will enter the

name of the person you are
creating the requisition for. Click
“Update”.

Edit General

Cart Name #

Description

Priority

Prepared by

Owner Phone
Campus W

Department

+ Required fields

2026-02-02 OLD-EAVILAT 02

Normal v

Evelyn Avila

Foster, Suzettq

0ld Westbury (28200)

Business and Finance




Edit Accounting Codes

Accounting Codes

Account Source Fiscal YR-SUNY # = Account-SUNY # = Full/Panial—sunvg: Project-RF # = Project End Date =

2025 - Fiscal Year 20252026 v 90059000-28200 Q Partial N/A - RF Only N/A

© Required

Click on accounting codes and this

should pop up. Now, you will enter
the expense category code(specific SUNY Object

UNSPSC/Commaodity

number).

Search

+# Required fields




v L
11 OLDWESTBURY All Search (Alt+Q) Q 0.00USD W Q| Lol

)
™ Requisition * 211748927 ® ® @ - | AssignCen

Summary PO Preview Comments/Business Purpose Attachments History
General - Shipping 4 Billing £ Summary =
. " ” Cart Name  2026-02-02 OLD-EAVILA Ship To Bill To
Click “Place Order” and you : P Total (0.00 USD) v
' Attn: Suzette SUNY College at Old Westbury
are a I I set! Description  no value SUNY Old Westbury Accounts Payable Subtotal 0.00

PO Box 210 516-876-3371 0.00

Priority Normal 223 Store Hill Road accountspayable@oldwestbury.edu
Old Westbury, NY 11568 223 Store Hill Road

Prepared by Evelyn Avila United States 0Old Westbury, NY 11568 What's next for my order? v

United States
Prepared Suzette Foster Next State Account Owner
for Delivery Options Step Approval
'} Credit Card Info . i
ﬁ Ship Via Best Carrier-Best Way Approver: Burmegister, Justin

Owner No credit card has been assigned.

Phone
Requested  no value u X Workflow
Delivery Billing Options

Campus 0Old Westbury (28200)
Date ;

Accounting  no value A
Dra
i i Date
Department Business and Finance FOB. DESTINATION —
Evelyn Avila
Q Freight Freight charges NOT On behalf of: Suzette Foster

Terms allowed
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