
How to create a Punch Out 
on Jaggaer



Punch Out Order

On the Home screen of Jaggaer, on the 
right side, under showcase, you will find 

different punch-outs. 



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. 



• 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. 



• 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



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”.  



Click on accounting codes and this 
should pop up. Now, you will enter 
the expense category code(specific 

number). 



Click “Place Order” and you 
are all set!


