
 Q U I C K   R E F E R E N C E   G U I D E 

 Enabling Punchouts for End Users 
 This document is a quick reference guide for contract managers who will create new or amend an exis�ng Punchout 
 contract in the Arizona Procurement Portal (APP). If you have any ques�ons, please contact the APP Help Desk at 
 app@azdoa.gov  . Addi�onal resources are also available on the SPO website:  h�ps://spo.az.gov/  . 

 When crea�ng a new or amending an exis�ng Punchout contract, it is essen�al to follow the steps below. Failure to 
 do so results in the punchout not being enabled for end users. 

 Enabling Punchout 

 1.  While in the contract, click the  Price List  le� margin  tab. 
 2.  Locate the contract line item and click the  pencil  icon. 
 3.  On the Item pop-up, scroll down to the  Item Price  Sheet(s)  sec�on and click the  pencil  icon for the  line item 

 in  bold  . 
 4.  On the Create/Modify price pop-up, click the Item Tag dropdown and select  Punch-Out Enabled  . 
 5.  In the  Punchout  field, select the applicable Punchout  supplier. 
 6.  Click  Save & Close  . 

 7.  If this is a new contract, complete the crea�on process and send it for approval. 
 8.  If this is an exis�ng contract, click  Send Contract  for Approval  . 

 Resources 

 Click the link below for more informa�on on the contract crea�on processes in APP: 
 h�ps://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides-176-upgrad 
 e/source-contract-qrgs-176 
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