E-Procurement – Online Purchasing via Agresso
Steps to complete a
‘Punch-Out’ requisition
(See diagram)
1. Delivery address defaults
to home delivery (as advised
to Agresso Support office)
2. Enter cost centre code
(defaults to home cost
centre)
3. NB: Enter project code
(NA if departmental)
4. Click on the ‘Punchout’
tab
5. On the Punchout tab
select ‘Go Shopping’.
6. You will then be
presented with the Supplier
Directory page which hosts
all of our online suppliers.
The suppliers are located
either within the Catalogue
Search tab (for our
smaller/medium suppliers) or
the Punchout Suppliers tab
(for the larger suppliers) *

7. In this example we select
Punch-out Suppliers. Select
the supplier you wish to use
(by clicking on the tile) to
navigate to the Suppliers’
website and browse for
products as normal. Add
these to your shopping cart
and checkout as directed by
the website.

8. You will be returned to
the Agresso Checkout area,
if you are satisfied that you
have completed the
shopping, click ‘Checkout’

9. You will then be returned
to Agresso. Select ‘Retrieve
Shopping’ and tick the
square box located besides
your shopping. The
basket/cart will be retrieved
with the description ‘EGS
Parabillis Marketplace’. (If
more than one shopping
basket then you can identify
most recent items by
checking the dates/times)
and select ‘Generate to
Requisition’.
10. When finished save the
requisition by clicking ‘Save’.

*Note: Difference between Catalogue and Punch-out Suppliers
The Catalogue is a list of items a Supplier offers for sale but are not necessarily in stock at the time you
are shopping, whereas the Punchout Suppliers is a link to the particular suppliers live website so items
that are out of stock will not be available for purchase but you will be advised of alternatives or an
expected date for the item to be available

