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ESM	Training	Manual	
 

Punch‐Out	Catalog	Orders	–	
OfficeMax,	Grainger	&	Fastenal	
 
Direct	Voucher	–	Purchases 	Under	$4000	
 

 
 
 
Select OfficeMax 
In the training environment, OfficeMax is just a Demo site; in the production environment, when 
you select OfficeMax, you will be taken directly to the OfficeMax site. 
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Select your items you wish to purchase by putting in the quantity and select Add to Cart  
 

 
 
 
Select Cart 
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Select Continue 
 

 
 
 
Payment Form: PO 
 
Release Method: Electronic  
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Purchase Order will automatically be released to the vendor.  Select Electronic only for the 
Punch-Out Catalogs. 
 
Approval Workflow: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.  OfficeMax does not read External Notes so it is recommended 
that you do not provide any information in the External Notes if the order is going electronically to 
OfficeMax. 
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: 615 Office Supplies 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011274   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Local Purchase order 
 
Select Update 
 
 

 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
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Select Checkout 
 
Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name, 
Supplier and Total Value.  You may have more than one requisition that has been approved and 
needs to be submitted to the vendor. 
 

 
 
Select Release 
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Select Continue 
 

 
 
Select Place Order 
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You can then select System Note: History    
This will allow you to see that your purchase order was successfully released to the supplier.  
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Purchasing	Card	‐	Purchases	Under	$4000 		
 
This is assuming you have added items to your cart and are ready to checkout; for instructions on 
selecting and adding items to your cart see page 1.  The instructions below are starting from 
Checkout after you have added items to your cart. 
 
 
 

 
 
Payment Form: Credit Card 
 
Release Method: Electronic  
 
Approval Workflow: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.  OfficeMax does not read External Notes so it is recommended 
that you do not provide any information in the External Notes if the order is going electronically to 
OfficeMax. 
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: 615 Office Supplies 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011275   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Purchase Card purchase 
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Select Update 

 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
 
Select Checkout 
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Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name, 
Supplier and Total Value.  You may have more than one requisition that has been approved and 
needs to be submitted to the vendor. 
 
Select Prepare 
 

 
 
 



ESM	Solutions	 Page	11	
 

Provide the information as described below.  The first time you will enter your name, phone 
number, card type and expiration date; from this point on this information will be retained for 
future use.  Your card # will not be retained. You will always have to enter your card # for each 
purchase due to federal rules and guidelines. 
 
Name on Card: 
 
Contact Phone Number: 
 
Card Type: MC 
 
Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual 
credit card number in the live production site. 
 
Expiration Date: 
 
 
Select Continue 
 
 

 
 
Select Place Order 
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You can then select System Note: History    
This will allow you to see that your purchase order was successfully released to the supplier.  
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Non‐Catalog	Item	Purchases	Under	
$4000	
Non‐Catalog	Purchasing	Card	‐	Purchases	Under	$4000 		
 

 
 
 
Select Shop; then Non-Catalog Item 
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Type in the Supplier Name and select Go 
If vendor is not available, search to see if vendor is on the State’s Accounting System.  If the 
vendor is not on the State’s Accounting System, you will need to get W9 from the vendor and 
have it added to the State’s Accounting System; be sure to check the box to add it as a 
Purchasing Vendor.  The vendor will be available in ESM two days later after it has been added 
to the State’s Accounting System. 
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Select the Vendor with the proper address of where your order is to be received. 
 

 
 
Select New Item 
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Item Service: Is the name of the product.  Provide the name as you see on the vendor’s quote.  
This information will print on the purchase order and will tell the vendor exactly what it is you are 
ordering. 
 
UOM: Stands for Units of Measure.  The default is “Each” but you may change the UOM as per 
stated on the quote. 
 
Qty: Is the quantity you are purchasing per the UOM. 
 
List Price: Is the price of the item 
 
MFG/Provider: Is the Manufacturer of the product you are ordering 
 
MFG/Provider Part #: Is the vendor’s part number for the product you are ordering 
 
Catalog Item #: Is not always provided on a quote and this isn’t required if there is no catalog item 
available on the quote. 
 
UPC: Stands for Universal Product Code; I don’t think you will use this much but if a quote has it 
listed, then I would add it to the requisition, otherwise, you can leave it blank. 
 
CAS Number: Stands for Chemical Registry Service.  This is a unique numerical identifier 
assigned by Chemical Abstracts Service to every chemical substance. More than likely this will 
not apply and you can leave it blank. 
 
 
Select Add to Cart 
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Select New Item If you have another item to add to the requisition; fill out the information just as 
described above. 
 

 
 
Select Cart(2) when you have added all of your items to purchase.  Your cart quantity will vary 
with the number of items you are purchasing.  When your cart reaches over 99 items, the cart will 
state 99+. 
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Select Continue 
 
 
 
 

 
 
Payment Form: Credit Card 
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Release Method: Manual  Only the Punch-Out Catalogs for now will be sent out as an electronic 
purchase order. 
 
Approval Workflow: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011277   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Purchase Card purchase 
 
Select Update 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
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Select Checkout 
 
Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name, 
Supplier and Total Value.  You may have more than one requisition that has been approved and 
needs to be submitted to the vendor. 
 

 
 
Select Prepare 
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Provide the information as described below.  The first time you will enter your name, phone 
number, card type and expiration date; from this point on this information will be retained for 
future use.  Your card # will not be retained. You will always have to enter your card # for each 
purchase due to federal rules and guidelines. 
 
Name on Card: 
 
Contact Phone Number: 
 
Card Type: MC 
 
Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual 
credit card number in the live production site. 
 
 
Expiration Date: 
 
 
Select Print 
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Select Adobe PDF, Print and Save in the file location you created for Purchase Orders.  Name 
the file with the Local Purchase Number such as 15PO01127. 
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After saving the file close the Adobe purchase order and print screen. 
 

 
 
Select Continue 
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Select Place Order The order will not go to the vendor because you selected Manual and not 
Electronic. But you have to do this final step to complete the order. 
 
Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a 
confirmation from the vendor that they received the purchase order. 
	
	
Non‐Catalog	Direct 	Voucher	‐	Purchases	Under	$4000 		

	
Follow all the steps as listed with Non-Catalog Purchasing Card - Purchases Under 
$4000 starting with page 12 but you will Select PO instead of Credit Card, Release, 
Print and Continue; you will not need to fil l out the credit card information. 
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Contract	Catalog	Item	Purchases	
Under	$4000	

	
Contract	Catalog	Purchasing	Card	‐	Purchases	Under	$4000 		

	
 
 
Select the Contract Catalog from the list of catalogs listed under the Contract Catalogs of the 
product you wish to purchase. 
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Find the item(s) you wish to purchase; enter the quantity and Select Add to Cart and Cart(2) 
 
 

 
 
Review your cart; make any changes you need and Select Continue 
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Payment Form: Credit Card 
 
Release Method: Manual   
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order. 
 
Approval Route: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011182   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Local Purchase order 
 
Select Update 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
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Select Checkout 
 
Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name, 
Supplier and Total Value.  You may have more than one requisition that has been approved and 
needs to be submitted to the vendor. 
 
Select Prepare 
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Provide the information as described below.  The first time you will enter your name, phone 
number, card type and expiration date; from this point on this information will be retained for 
future use.  Your card # will not be retained. You will always have to enter your card # for each 
purchase due to federal rules and guidelines. 
 
Name on Card: 
 
Contact Phone Number: 
 
Card Type: MC 
 
Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual 
credit card number in the live production site. 
 
 
Expiration Date: 
 
 
Select Print 

	
 
 
Select Adobe PDF, Print and Save in the file location you created for Purchase Orders.  Name 
the file with the Local Purchase Number such as 15PO011182. 
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After saving the file close the Adobe purchase order and print screen. 
 

 
 
Select Continue 
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Select Place Order The order will not go to the vendor because you selected Manual and not 
Electronic; you have to do this final step to complete the order. 
 
Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a 
confirmation from the vendor that they received the purchase order. 
 

	
Contract	Catalog	Direct	Voucher	‐	Purchases 	Under	$4000 		
 
 
Follow all the steps as listed under 	Contract Catalog Purchasing Card - Purchases 
Under $4000 starting with page 24 but you will Select PO instead of Credit Card, 
Release, Print and Continue; you will not need to fil l out the credit card 
information. 
.	
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Encumbrances	of	Non	Contract	and	
Contract	Item	Purchases	Under	$4000		
Encumbered 	Purchases	‐	Purchases	Under	$4000 		
 
This is assuming you have added items to your cart and are ready to checkout; for instructions on 
selecting and adding items to your cart see page 1.  The instructions below are starting from 
Checkout after you have added items to your cart. 
 
 

 
 
 
Payment Form: PO 
 
Release Method: Manual   
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order. 
 
Approval Workflow: Encumbrance To OPM 
Your agency approvers will still receive the requisition to be approved.  When the agency has 
finished the approval stage the requisition will then be routed to OPM for approval and for a 
purchase order to be written through the State’s Accounting System. 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
 
Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed 
only by the State Agency and Office of Procurement Management.  Information you may want to 
provide is who the item is for or any other information you may find pertinent to the requisition. 
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NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: Enter the Transaction # 011280.  
 
GL Acct. Code: You will need to select the proper account code since this will be encumbered 
through the State’s Accounting System 
 
Select Update 
 
Select Request 
 
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow. 
 
OPM will then process the requisition into a purchase order and the ordering process has been 
completed. 
 
You will receive an email message from ESM Solutions stating the Transaction is complete and 
that you must now share a copy of the purchase order to the Supplier/Vendor.  DO NOT send a 
copy of this purchase order to the Supplier/Vendor.  OPM will send a copy to the Supplier/Vendor 
and to the Agency Contact Person. 
 
Example of Email from ESM Solutions: 
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Encumbrances	of	Non	Contract	and	
Contract	Item	Purchases	>=$4000		
Non	Catalog	and	Contract	Purchases	>=$4000	–	Office	of	Procurement	
Management	Purchase	Order	
 
This is assuming you have added items to your cart and are ready to checkout; for instructions on 
selecting and adding items to your cart see page 1.  The instructions below are starting from 
Checkout after you have added items to your cart. 
 

 
 
Payment Form: PO 
 
Release Method: Manual   
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order. 
 
Approval Workflow: Agency Workflow 
Select Agency Workflow when the dollar amount is equal to or greater than $4000.  The 
requisition will automatically be routed to OPM for approval and for a purchase order to be written 
through the State’s Accounting System.   
 
Use Encumbered to OPM only when the dollar amount is less than $4000 and you want it written 
through the State’s Accounting System. 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
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Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed 
only by the State Agency and Office of Procurement Management.  Information you may want to 
provide is who the item is for or any other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: Enter the Transaction # 011280.  
 
GL Acct. Code: You will need to select the proper account code since this will be encumbered 
through the State’s Accounting System 
 
Select Update 
 
Select Request 
 
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow. 
 
OPM will then process the requisition into a purchase order and the ordering process has been 
completed. 
 
You will receive an email message from ESM Solutions stating the Transaction is complete and 
that you must now share a copy of the purchase order to the Supplier/Vendor.  DO NOT send a 
copy of this purchase order to the Supplier/Vendor.  OPM will send a copy to the Supplier/Vendor 
and to the Agency Contact Person. 
 
Example of Email from ESM Solutions: 
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How	to	add	an	individual	to	a	
requisition	for	review	–	Ad	Hoc	
An individual can be added to a requisition for reviewing purposes only such as a Manager.  The 
added individual will not be able to make any changes to the requisition; they can only view the 
requisition.  The added individual will see the requisition before the purchase order has been 
written.   
 
Do not add an OPM Buyer as an Ad Hoc. If you want an OPM Buyer to process this requisition 
you will need to select Encumbrance To OPM as the Approval Workflow. 
 
This is assuming you have added items to your cart and are ready to checkout; for instructions on 
selecting and adding items to your cart see page 1.  The instructions below are starting after you 
have entered all the information in Checkout and Updated the information. 
 

 
 
Select the drop down arrow in the Next Step: field 
 
Select Ad Hoc Review and Ad Hoc 
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In the Ad Hoc Review: field type the name of the individual who is to review this requisition. 
 

 
 
Select the individual’s name 
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Select Continue 
 
Select the drop down arrow in the Next Step: field 
 
Select View Workflow 
 

	
 
Select View 
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Note that Lisa Hubbard’s name is now added to the workflow. 
 

	
 
Select Request   
Once you have selected Request the requisition will go through the proper workflow requests and 
be processed as you stated in the Checkout screen. 
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How	to	Print	a	Purchase	Order	for	
later	use	
If you want to print a purchase order for example after you receive an invoice you can do so at 
the Checkout screen. 
 
Have your search criteria set as you wish in Checkout 
 

 
 
In the Next Step: field Select View Order and View 
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Select Print 
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Cliff	Notes	
The notes below are a quick way of submitting information you must provide when creating 
requisitions in ESM without the print screens. 
 
 

Punch‐Out	Catalog	Orders	–	
OfficeMax,	Grainger	&	Fastenal	
Direct	Voucher	–	Purchases 	Under	$4000	
 
The information provided is after you have shopped and added items to your cart. 
 
Payment Form: PO 
 
Release Method: Electronic  
Purchase Order will automatically be released to the vendor.  Select Electronic only for the 
Punch-Out Catalogs. 
 
Approval Workflow: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.  OfficeMax does not read External Notes so it is recommended 
that you do not provide any information in the External Notes if the order is going electronically to 
OfficeMax. 
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: 615 Office Supplies 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011274   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Local Purchase order 
 
Select Update 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
 
Select Checkout 
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Select the proper requisition to be submitted.  You may have more than one requisition that has 
been approved and needs to be submitted to the vendor. 
 
Select Release 
 
Select Continue 
 
Select Place Order 
 
You can then select System Note: History    
This will allow you to see that your purchase order was successfully released to the supplier and 
you can also print a copy of the purchase order. 
 
 
Purchasing	Card	‐	Purchases	Under	$4000 		
 
The information provided is after you have shopped and added items to your cart. 
 
Payment Form: Credit Card 
 
Release Method: Electronic  
 
Approval Workflow: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.  OfficeMax does not read External Notes so it is recommended 
that you do not provide any information in the External Notes if the order is going electronically to 
OfficeMax. 
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: 615 Office Supplies 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011275   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Purchase Card purchase 
 
Select Update 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
 
Select Checkout 
 
Select the proper requisition to be submitted.  You may have more than one requisition that has 
been approved and needs to be submitted to the vendor. 
 
Select Prepare 
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Provide the information as described below.  The first time you will enter your name, phone 
number, card type and expiration date; from this point on this information will be retained for 
future use.  Your card # will not be retained. You will always have to enter your card # for each 
purchase due to federal rules and guidelines. 
 
Name on Card: 
 
Contact Phone Number: 
 
Card Type: MC 
 
Card #: Use 5555555555554444 wen in the training site, otherwise, you will submit your actual 
credit card number in the live production site. 
 
Expiration Date: 
 
Select Continue 
 
Select Place Order 
 
You can then select System Note: History    
This will allow you to see that your purchase order was successfully released to the supplier. 
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Non‐Catalog	Item	Purchases	Under	
$4000	
 
Non‐Catalog	Purchasing	Card	‐	Purchases	Under	$4000 		
 
Select Shop; then Non-Catalog Item 
 
Type in the Supplier Name and select Go 
If vendor is not available, search to see if vendor is on the State’s Accounting System.  If the 
vendor is not on the State’s Accounting System, you will need to get W9 from the vendor and 
have it added to the State’s Accounting System; be sure to check the box to add it as a 
Purchasing Vendor.  The vendor will be available in ESM two days later after it has been added 
to the State’s Accounting System. 
 
Select the Vendor with the proper address of where your order is to be received. 
 
Select New Item 
 
Item Service: Is the name of the product.  Provide the name as you see on the vendor’s quote.  
This information will print on the purchase order and will tell the vendor exactly what it is you are 
ordering. 
 
UOM: Stands for Units of Measure.  The default is “Each” but you may change the UOM as per 
stated on the quote. 
 
Qty: Is the quantity you are purchasing per the UOM. 
 
List Price: Is the price of the item 
 
MFG/Provider: Is the Manufacturer of the product you are ordering 
 
MFG/Provider Part #: Is the vendor’s part number for the product you are ordering 
 
Catalog Item #: Is not always provided on a quote and this isn’t required if there is no catalog item 
available on the quote. 
 
UPC: Stands for Universal Product Code; I don’t think you will use this much but if a quote has it 
listed, then I would add it to the requisition, otherwise, you can leave it blank. 
 
CAS Number: Stands for Chemical Registry Service.  This is a unique numerical identifier 
assigned by Chemical Abstracts Service to every chemical substance. More than likely this will 
not apply and you can leave it blank. 
 
 
Select Add to Cart 
 
Select New Item If you have another item to add to the requisition; fill out the information just as 
described above. 
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Select Cart when you have added all of your items to purchase.  Your cart quantity will vary with 
the number of items you are purchasing.  When your cart reaches over 99 items, the cart will 
state 99+. 
 
Select Continue 
 
Payment Form: Credit Card 
 
Release Method: Manual  Only the Punch-Out Catalogs for now will be sent out as an electronic 
purchase order. 
 
Approval Workflow: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011277   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Purchase Card purchase 
 
Select Update 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
  
Select Checkout 
 
Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name, 
Supplier and Total Value.  You may have more than one requisition that has been approved and 
needs to be submitted to the vendor. 
 
Select Prepare 
 
Provide the information as described below.  The first time you will enter your name, phone 
number, card type and expiration date; from this point on this information will be retained for 
future use.  Your card # will not be retained. You will always have to enter your card # for each 
purchase due to federal rules and guidelines. 
 
Name on Card: 
 
Contact Phone Number: 
 
Card Type: MC 
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Card #: Use 5555555555554444 when in the training site, otherwise, you will submit your actual 
credit card number in the live production site. 
 
Expiration Date: 
 
 
Select Print 
 
Select Adobe PDF, Print and Save in the file location you created for Purchase Orders.  Name 
the file with the Local Purchase Number such as 15PO011275. 

	
After saving the file close the Adobe purchase order and print screen. 
 
Select Continue 
 
Select Place Order The order will not go to the vendor because you selected Manual and not 
Electronic; you will have to do this final step to complete the order. 
 
Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a 
confirmation from the vendor that they received the purchase order. 
 
	
Non‐Catalog	Direct 	Voucher	‐	Purchases	Under	$4000 		
 
Select Shop; then Non-Catalog Item 
 
Type in the Supplier Name and select Go 
If vendor is not available, search to see if vendor is on the State’s Accounting System.  If the 
vendor is not on the State’s Accounting System, you will need to get W9 from the vendor and 
have it added to the State’s Accounting System; be sure to check the box to add it as a 
Purchasing Vendor.  The vendor will be available in ESM two days later after it has been added 
to the State’s Accounting System. 
 
Select the Vendor with the proper address of where your order is to be received. 
 
Select New Item 
 
Item Service: Is the name of the product.  Provide the name as you see on the vendor’s quote.  
This information will print on the purchase order and will tell the vendor exactly what it is you are 
ordering. 
 
UOM: Stands for Units of Measure.  The default is “Each” but you may change the UOM as per 
stated on the quote. 
 
Qty: Is the quantity you are purchasing per the UOM. 
 
List Price: Is the price of the item 
 
MFG/Provider: Is the Manufacturer of the product you are ordering 
 
MFG/Provider Part #: Is the vendor’s part number for the product you are ordering 
 
Catalog Item #: Is not always provided on a quote and this isn’t required if there is no catalog item 
available on the quote. 
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UPC: Stands for Universal Product Code; I don’t think you will use this much but if a quote has it 
listed, then I would add it to the requisition, otherwise, you can leave it blank. 
 
CAS Number: Stands for Chemical Registry Service.  This is a unique numerical identifier 
assigned by Chemical Abstracts Service to every chemical substance. More than likely this will 
not apply and you can leave it blank. 
 
Select Add to Cart 
 
Select New Item If you have another item to add to the requisition; fill out the information just as 
described above. 
 
Select Cart when you have added all of your items to purchase.  Your cart quantity will vary with 
the number of items you are purchasing.  When your cart reaches over 99 items, the cart will 
state 99+. 
 
Select Continue 
 
Payment Form: PO 
 
Release Method: Manual  Only the Punch-Out Catalogs for now will be sent out as an electronic 
purchase order. 
 
Approval Workflow: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011275   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Local Purchase order 
 
Select Update 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 
  
Select Checkout 
 
Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name, 
Supplier and Total Value.  You may have more than one requisition that has been approved and 
needs to be submitted to the vendor. 
 
Select Release 
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Select Print 
 
Select Adobe PDF, Print and Save in the file location you created for Purchase Orders.  Name 
the file with the Local Purchase Number such as 15PO010725. 

	
After saving the file close the Adobe purchase order and print screen. 
 
Select Continue 
 
Select Place Order The order will not go to the vendor because you selected Manual and not 
Electronic; you will have to do this final step to complete the order. 
 
Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a 
confirmation from the vendor that they received the purchase order. 
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Contract	Catalog	Item	Purchases	
Under	$4000	
Contract	Catalog	Purchasing	Card	‐	Purchases	Under	$4000 		
 
Select the Contract Catalog from the list of catalogs listed under the Sourcing Contract of the 
product you wish to purchase. 
 
Find the item(s) you wish to purchase; enter the quantity and Select Add to Cart and Cart 
 
Review your cart; make any changes you need and Select Continue 
 
Payment Form: Credit Card 
 
Release Method: Manual   
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order. 
 
Approval Route: Agency Workflow 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
 
Internal Note: Internal Note is information that can be viewed only by the State Agency and Office 
of Procurement Management.  Information you may want to provide is who the item is for or any 
other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: 15PO + the last 6 digits of the Transaction # such as 15PO011182   
This is referred to as a Local Purchase Order which will not be encumbered through the State’s 
accounting system. 
 
GL Acct. Code: Can be left blanked since it is a Purchase Card purchase 
 
Select Update 
 
Select Request 
 
Requisition is now waiting for the Agency approval.  When requisition has been approved, the 
creator of the requisition will receive an email stating the requisition has been approved and they 
may now write the purchase order and release it. 

	
Select Checkout 
 
Select the proper requisition to be submitted by reviewing the Transaction #, Transaction Name, 
Supplier and Total Value.  You may have more than one requisition that has been approved and 
needs to be submitted to the vendor. 
 
Select Prepare 
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Provide the information as described below.  The first time you will enter your name, phone 
number, card type and expiration date; from this point on this information will be retained for 
future use.  Your card # will not be retained. You will always have to enter your card # for each 
purchase due to federal rules and guidelines. 
 
Name on Card: 
 
Contact Phone Number: 
 
Card Type: MC 
 
Card #: Use 5555555555554444 when in the training site, otherwise you will submit your actual 
credit card number in the live production site. 
 
 
Expiration Date: 
 
 
Select Print 
 
Select Adobe PDF, Print and Save in the file location you created for Purchase Orders.  Name 
the file with the Local Purchase Number such as 15PO011182. 
 
After saving the file close the Adobe purchase order and print screen. 
 
Select Continue 
 
Select Place Order The order will not go to the vendor because you selected Manual and not 
Electronic; you will have to do this final step to complete the order. 
 
Send a copy of the purchase order as an attachment, in an email, to the vendor, and request a 
confirmation from the vendor that they received the purchase order. 
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Encumbrances	of	Non	Contract	and	
Contract	Item	Purchases	Under	$4000		
Encumbered 	Purchases	‐	Purchases	Under	$4000 		
 
This is assuming you have added items to your cart and are ready to checkout; for instructions on 
selecting and adding items to your cart see page 1.  The instructions below are starting from 
Checkout after you have added items to your cart. 
 
 
Payment Form: PO 
 
Release Method: Manual   
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order. 
 
Approval Workflow: Encumbrance To OPM 
Your agency approvers will still receive the requisition to be approved.  When the agency has 
finished the approval stage the requisition will then be routed to OPM for approval and for a 
purchase order to be written through the State’s Accounting System. 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
 
Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed 
only by the State Agency and Office of Procurement Management.  Information you may want to 
provide is who the item is for or any other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: Enter the Transaction # 011280 
 
GL Acct. Code: You will need to select the proper account code since this will be encumbered 
through the State’s Accounting System 
 
Select Update 
 
Select Request 
 
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow. 
 
OPM will then process the requisition into a purchase order and the ordering process has been 
completed. 
 
You will receive an email message from ESM Solutions stating the Transaction is complete and 
that you must now share a copy of the purchase order to the Supplier/Vendor.  DO NOT send a 
copy of this purchase order to the Supplier/Vendor.  OPM will send a copy to the Supplier/Vendor 
and to the Agency Contact Person. 
 
Example of Email from ESM Solutions: 
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Encumbrances	of	Non	Contract	and	
Contract	Item	Purchases	>=	$4000		
Non	Catalog	and	Contract	Purchases	>=$4000	–	Office	of	Procurement	
Management	Purchase	Order	
 
This is assuming you have added items to your cart and are ready to checkout; for instructions on 
selecting and adding items to your cart see page 1.  The instructions below are starting from 
Checkout after you have added items to your cart. 
 
Payment Form: PO 
 
Release Method: Manual   
Only the Punch-Out Catalogs for now will be sent out as an electronic purchase order. 
 
Approval Workflow: Agency Workflow 
Select Agency Workflow when the dollar amount is equal to or greater than $4000.  The 
requisition will automatically be routed to OPM for approval and for a purchase order to be written 
through the State’s Accounting System.   
 
Use Encumbered to OPM only when the dollar amount is less than $4000 and you want it written 
through the State’s Accounting System. 
 
External Note: External Note is information or instructions to the vendor. This information will be 
printed on the purchase order.   
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Internal Note: Add quote(s) within the Attachment Internal Note is information that can be viewed 
only by the State Agency and Office of Procurement Management.  Information you may want to 
provide is who the item is for or any other information you may find pertinent to the requisition. 
 
NIGP Code Required: Select a code that comes closes to what you are purchasing. 
 
Purchase Order #: Enter the Transaction # 011280.  
 
GL Acct. Code: You will need to select the proper account code since this will be encumbered 
through the State’s Accounting System 
 
Select Update 
 
Select Request 
 
The requisition will be approved by the agency workflow and the OPM Encumbrance Workflow. 
 
OPM will then process the requisition into a purchase order and the ordering process has been 
completed. 
 
You will receive an email message from ESM Solutions stating the Transaction is complete and 
that you must now share a copy of the purchase order to the Supplier/Vendor.  DO NOT send a 
copy of this purchase order to the Supplier/Vendor.  OPM will send a copy to the Supplier/Vendor 
and to the Agency Contact Person. 
 
Example of Email from ESM Solutions: 
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How	to	add	an	individual	to	a	
requisition	for	review	–	Ad	Hoc	
An individual can be added to a requisition for reviewing purposes only such as a Manager.  The 
added individual will not be able to make any changes to the requisition; they can only view the 
requisition.  The added individual will see the requisition before the purchase order has been 
written.   
 
Do not add an OPM Buyer as an Ad Hoc. If you want an OPM Buyer to process this requisition 
you will need to select Encumbrance To OPM as the Approval Workflow. 
 
This is assuming you have added items to your cart and are ready to checkout; for instructions on 
selecting and adding items to your cart see page 1.  The instructions below are starting after you 
have entered all the information in Checkout and Updated the information. 
 
Select the drop down arrow in the Next Step: field 
 
Select Ad Hoc Review and Ad Hoc 
 
In the Ad Hoc Review: field type the name of the individual who is to review this requisition. 
 
Select the individual’s name 
 
Select Continue 
 
Select the drop down arrow in the Next Step: field 
 
Select View Workflow 
 
Select View 
 
Note that the person you selected is now added to your workflow. 
 
Select Request   
Once you have selected Request the requisition will go through the proper workflow requests and 
be processed as you stated in the Checkout screen. 
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How	to	Print	a	Purchase	Order	for	
later	use	
If you want to print a purchase order for example after you receive an invoice you can do so at 
the Checkout screen. 
 
Have your search criteria set as you wish in Checkout 
 
In the Next Step: field Select View Order and View 
 
Select Print 
 


