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• This guide is for ADM agencies only
• If using the Punchout System

• Continue to slide 2

• For Pricing Quotes before submitting a Requisition:
• Contact via email our Agency Buyer with the following: 

• Item Needed ie Description
• Part #’s if known
• Any specifics on the item ie Specs, color, size etc

• Once pricing has been quoted out:
• You will rcv pricing quote via email from Agency Buyer

• Complete and submit Requisition with new pricing
• Agency Buyer email: Loriann.Giffins@adm.idaho.gov

mailto:Loriann.Giffins@adm.idaho.gov


Click Numbers in Sequence
Click / Complete items in       or highlighted in Yellow 

1

2
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Fill out everything in Yellow

Should auto populate 
Choose this option

Select the “P-1” Option for the Vendor

See page 5 (next page) to complete this popup
Click once page is completed

• Select Lori Ann Giffins as the Buyer
• Search for “GIF”
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Perform this step if all line items 
are under the same account. Will 
save time in the long run
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Perform this step if all line items
 are under the same account. 
Will save time in the long run
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• Ensure all information
is correct

• Click To Create Request
1

Completed 
Page

(Sample)
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Note: New Request #

1
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2 3
See Slides 8-14 See Slide 16-22

Choose from Punchout ie Office Depot… or Special/Service Item
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Using the Punchout System
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Using the Punchout System
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Pens

Search for your item, this example is for pens

1

2

Using the Punchout System
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Using the Punchout System
Ensure item is a “Contract Item”

Click Item needed
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Using the Punchout System

Select Quantity & Add To Cart

Some items have multiple options
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To view Cart or Checkout

Using the Punchout System

Checkout adds item to Requisition



Can change quantity here
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Add notes: ie person to receive product

Click to add more items to Requisition



Requisition Has Been Submitted
&

Routed for Approval
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Add Item To Requisition
(Not Punchout)
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• If ordering for more then one program
 (account)

• Select Show More
• Add Program
• Any additional Reporting Codes-Add 

See next page to fill out top section

17



Will auto populate

Attach Quotes
 / documents here

(see page 17 for popup)

*HOT If you received a quote for any Service, you MUST attach it here

REVISED REVISED

REVISED REVISED
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Create a Requisition
ADM

No Notes: Proceed to slide 19

For Product=Add Item
Service = Add Amount
                 OR 
Qty for Service that is repeated



Notes Popup

Add any description of your attachment

Any Quotes need to be uploaded here
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1

KC135 Tire

1 ea 2450.00

Tires Tires
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Added item shows up here
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Click “Submit Request” 
to route Requisition 
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Notes:
1. Attach quotes if received (page 5, bottom of page)
2. If commodity is found under a State Contract, purchasing will change vendor to match Statewide Contract

• Agency will be informed of any changes 

Creating a Requisition
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Accounting Codes
Pages 14-32

Master Account 
Codes

Double Click to View

1050 – Security

1200 - Management Services 

2000 – Director

2010 - Governor's Residence 

3000 - Chinden Campus FS

 3010 - Capitol Mall FS

3020 - Lewiston FS 3030 - 

Idaho Falls FS 

3100 - PD And C

3300 - DPW Admin

4000 – Purchasing 

4200 - Federal Surplus

 5000 – Risk

5100 – OGI

5200 – ISIF

6000 - Capitol Commission

 7100 - document Services

Click Account Code to go 
to page
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND ADDITIONAL REPORTING

2003508 CHINDEN CAMPUS - SECURITY 1050 ADAC 45026 200CHSCTY00

2003400 DEPT OF ADMIN SECURITY DIV 1050 ADAC 45026

1050 - Security
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2001210 SMALL AGENCY BUSINESS MGMT GEN 1200 ADAA 10000

2001212 SMALL AGENCY BUSINESS MANAGEMENT 1200 ADAA 45014

2001219 INTERNAL SUPPORT - ISIF 1200 ADAA 51900

2001250 INTERNAL SUPPORT - PURCHASING 1200 ADAA 45000

2001256 INTERNAL SUPPORT - FSP 1200 ADAA 45600

2001261 INTERNAL SUPPORT - OGI 1200 ADAA 46100

2001262 INTERNAL SUPPORT - RISK 1200 ADAA 46200

2001265 INTERNAL SUPPORT - PBF 1200 ADAA 36500

2001280 Room 100 - Supply Allocation 1200 ADAA 45000

1200 - Management Services
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2001100 DIRECTOR'S OFFICE 2000 ADAA 10000

2000 - Director
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND ADDITIONAL REPORTING

2003116 IDAHO HOUSE 2010 ADAJ 36600

2003118 ID COMM FOUNDATION 2010 ADAJ 36600 200ICFHSE00

2003119 ID COMMUNITY FOUNDATION 2010 ADAJ 36601 200ICFHSE00

2010 - Governor's Residence
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND ADDITIONAL REPORTING

2003506 CHINDEN CAMPUS - CAFETERIA 3000 ADAC 45026 200CCCAFE00

2003507 CHINDEN CAMPUS - JANITORIAL 3000 ADAC 45026 200CHJANI 00

2003510 CHINDEN CAMPUS - AGRICULTURE LEASE 3000 ADAC 45026 200CHAGLS00

2003501 FAC ASSESMENT CONDITION WORK (CBRE) 3000 ADAC 45026 200CHFCWK00

2003502 CHINDEN CAMPUS - BOILER PLANT I 3000 ADAC 45026 200CC1BLR00

2003503 CHINDEN CAMPUS - BOILER PLANT 2 3000 ADAC 45026 200CC2BLR00

2003504 CHINDEN CAMPUS - CENTRAL CHILLER PLANT I AD 3000 ADAC 45026 200CNTRLPCH

2003505 CHINDEN CAMPUS - CENTRAL CHILLER PLANT 2 A 3000 ADAC 45026 200CC2CHL00

2003515 CHINDEN CAMPUS - BUILDING 1 3000 ADAC 45026 200BLDG0100

2003520 CHINDEN CAMPUS - BUILDING 2 3000 ADAC 45026 200BLDG0200

2003530 CHINDEN CAMPUS - BUILDING 3 3000 ADAC 45026 200BLDG0300

2003540 CHINDEN CAMPUS - BUILDING 4 3000 ADAC 45026 200BLDG0400

2003550 CHINDEN CAMPUS - BUILDING 5 3000 ADAC 45026 200BLDG0500

2003560 CHINDEN CAMPUS - BUILDING 6 3000 ADAC 45026 200BLDG0600

2003570 CHINDEN CAMPUS - BUILDING 7 3000 ADAC 45026 200BLDG0700

2003580 CHINDEN CAMPUS - BUILDING 8 3000 ADAC 45026 200BLDG0800

2003500 CHINDEN CAMPUS - ALLOCATION 3000 ADAC 45026

2003509 CHINDEN CAMPUS - PARKING LOTS 3000 ADAC 45026 200CHPRKG

2003590 CHINDEN CAMPUS - COMMON AREA MANT 3000 ADAC 45026 200CHCCAM00

3000- Chinden Campus FS
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND ADDITIONAL REPORTING

2003206 FAC SVCS- PARKING 3010 ADAC 45026 200PARKNG00

2003208 FACILITIES SERVICES ADMINISTRATION 3010 ADAC 45026

2003251 STATE INSURANCE FUND BLDG 3010 ADAC 45026

2003261 954 W JEFFERSON ST 3010 ADAC 45026 200954JEF00

2003210 FAC SVCS- GENERAL FUND 3010 ADAC 45026

2003211 STATE CAPITOL BUILDING 3010 ADAC 45026 200STCAPL00

2003212 SUPREME COURT BUILDING 3010 ADAC 45026 200SUPRCT00

2003213 STATE LIBRARY BUILDING 3010 ADAC 45026 200STLIBR00

2003214 JRW BUILDING 3010 ADAC 45026 200JRWBLD00

2003215 LBJ BUILDING 3010 ADAC 45026 200LBJBLD00

2003216 PARKING STRUCTURE 3010 ADAC 45026 200PRKGRG00

2003217 PETE T. CENARRUSA (TOWERS) 3010 ADAC 45026 200PTCBLD00

2003218 DPW HEAT PLANT 3010 ADAC 45026 200DPWBLD00

2003219 ALEXANDER HOUSE 3010 ADAC 45026 200ALEXHS00

2003222 8TH STREET PARKING LOT 3010 ADAC 45026

2003223 BLIND COMMISSION 341 W. WASHINGTON 3010 ADAC 45026 200BLNDCM00

2003224 ADA COUNTY COURTHOUSE 514 W JEFFERSON 3010 ADAC 45026 200ADACTH00

2003227 BORAH FEDERAL BUILDING- 0450/26 3010 ADAC 45026 200BORAHB26

2003230 PARKING GARAGE- 6TH & WASHINGTON 3010 ADAC 45026 200PRKGRGPG

2003204 FAC SVCS- MANAGEMENT SUPPORT 3010 ADAC 45026

2003205 FAC SVCS- CENTRAL PLANT (GEO/CHILLERS) 3010 ADAC 45026

3010 Capitol Mall FS
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND ADDITIONAL REPORTING

2003231 LEWISTON STATE OFFICE BLDG (LSOB) 3020 ADAC 45026 200LEWSOB

3020 - Lewiston FS
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND ADDITIONAL REPORTING

2003241 IDAHO FALLS STATE OFFICE BLDG 3030 ADAC 45026 200IDFSOB

3030 - Idaho Falls FS
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PROGRAM PROGRAM TITLE ORG UNIT FUND ADDITIONAL 

REPORTING

2003724 PBF FY23 CAPITOL MALL MAINT FUND 3100 ADPH 36501

2003773 HB 773 3100 ADPI 36500

2003779 HB 779 - FY 2022 3100 ADPI 36500

2003791 HB 779 - FY 2023 3100 ADPI 36500

2003824 PBF FY22 CAPITOL MALL MAINT FUND 3100 ADPH 36501

2003839 HB 839 - FY 2007 3100 ADPI 36500

2003924 PBF - FY 19 MAINTENANCE FUND 3100 ADPH 36501

2003999 FY16 SB1172 3100 ADPI 36500

2003323 HB 323 3100 ADPI 36500

2003325 HB 325 - FY 2008 3100 ADPI 36500

2003362 HB 362 - FY 2006 3100 ADPI 36500

2003372 SB 1172 - FY 2022 3100 ADPI 36500

2003373 HB 373 3100 ADPI 36500

2003399 SB 1399 3100 ADPI 36500

2003401 HB401 3100 ADPI 36500

2003422 SB 1422 - FY 2017 3100 ADPI 36500

2003424 PBF FY23 CHINDEN MAINT FUND 3100 ADPH 36501

2003425 SB 1425 - FY 2015 3100 ADPI 36500

2003498 SB 1498 - FY 2009 3100 ADPI 36500

2003524 PBF FY22 CHINDEN MAINT FUND 3100 ADPH 36501

2003569 FY 2021 HB569 3100 ADPI 36500

2003624 FY21 CHINDEN MAINT FUND 3100 ADPH 36501

2003635 HB 635 - FY 2015 3100 ADPI 36500

2003691 FY 19 HB691 3100 ADPI 36500

2003711 HB 711 - FY 2011 3100 ADPI 36500

2003024 FY21 CAPITOL MALL MAINT FUND 3100 ADPH 36501

2003122 AGENCY FUNDS 3100 ADAJ 36503 200AGENCY03

2003124 PBF- CAPITOL MALL MAINT FUND 3100 ADPH 36501

2003125 AGENCY FUNDS 3100 ADAJ 36503 200AGENCY00

2003127 INSURANCE FUNDS 3100 ADAJ 36503 INS000

2003142 SB 1421 - FY 2022 3100 ADPI 36500

2003172 SB 1172 - FY 2015 3100 ADPI 36500

2003180 SB 1180 - FY 2010 3100 ADPI 36500

3100 PD And C

Cont. Next Page 33



2003189 SB 1189 3100 ADPI 36500

2003194 SB 1194 - FY 18 3100 ADPI 36500

2003197 FY23 SB1197 3100 ADPI 36500

2003198 FY 20 SB1198 3100 ADPF 36500

2003203 SB 1203 - FY 2012 3100 ADPI 36500

2003225 FY 2021 HB225-SUPP 3100 ADPF 36500

2003313 HB 313 - FY 2014 3100 ADPI 36500

2003314 HB 313 M/R - FY 14 HIGHER ED 3100 ADPI 36591

3100 PD And C
Cont.
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2003112 PUBLIC WORKS ADMIN 3300 ADAC 36500

2003113 PUBLIC WORKS- GENERAL FUND 3300 ADAC 10000

2009999 DPW CONTRACT RETAINAGE DEFAULT 3300 ADHZ 36500

3300 - DPW Admin
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2004100 PURCHASING - GENERAL FUND 4000 ADAD 10000

2004101 PURCHASING - STATEWIDE CONTRACT 

ADMIN

4000 ADAD 45027

4000 - Purchasing
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2004302 FEDERAL SURPLUS PROPERTY 4200 ADAD 45600

2004303 FSP- FIXED PRICE 4200 ADAD 45600

4200 - Federal Surplus
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2009102 RISK MANAGEMENT-ADMIN 5000 ADAK 46299

2009110 RISK MANAGEMENT EMPLOYEE BONDS 5000 ADAI Continuous 46260

2009120 RISK MANAGEMENT CYBER LIABILITY 5000 ADAI Continuous 46261

2009130 RISK MANAGEMENT MISC PROPERTY 5000 ADAI Continuous 46262

2009160 WORKERS COMPENSATION 5000 ADAI Continuous 46266

2009200 RISK MANAGEMENT LIABILITY 5000 ADAI Continuous 46220

2009400 RISK MANAGEMENT PROPERTY 5000 ADAI Continuous 46280

2009500 RISK MANAGEMENT INLAND MARINE 5000 ADAI Continuous 46243

2009550 FOSTER PARENT REIMBURSEMENT 5000 ADAI Continuous 46241

2009600 RISK MANAGEMENT R M ENERGY SYSTEM 5000 ADAI Continuous 46244

2009700 RISK MANAGEMENT AIRCRAFT 5000 ADAI Continuous 46245

2009800 RISK MANAGEMENT MISC CASUALTY 5000 ADAI Continuous 46242

2009900 RISK MANAGEMENT AUTO PHYSICAL 5000 ADAI Continuous 46250

5000 - Risk
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2007302 RESERVE CONT MED PREM 5100 ADAI Continuous 46182

2009248 IBHP- RESERVE 5100 ADAI Continuous 46165

2009301 GROUP INSURANCE - ADMIN 5100 ADAK 46152

2009302 HEALTH PROMOTIONS 5100 ADAK 46152

2009303 FLEXIBLE SPENDING ACCOUNT 5100 ADAI Continuous 46153

2009305 FLEXIBLE SPENDING ACCOUNT - RESERVE 5100 ADAI Continuous 46154

2009306 EMPLOYEE HEALTH SAVINGS ACCOUNT 5100 ADAI Continuous 46160

2009307 LIMITED PURPOSE FLEXIBIE SPENDING ACCT 5100 ADAI Continuous 46161

2009315 BLUE CROSS DENTAL PREMIUM 5100 ADAI Continuous 46168

2009321 BLUE CROSS DENTAL RESERVE 5100 ADAI Continuous 46169

2009350 PRINCIPAL BASIC-CURRENT PREMIUM 5100 ADAI Continuous 46170

2009351 PRINCIPAL - RETIREE,CURRENT PREMIUM 5100 ADAI Continuous 46172

2009352 PRINCIPAL - RATE STABILIZATION 5100 ADAI Continuous 46171

2009354 PRINCIPAL - LTD IBNR 5100 ADAI Continuous 46173

2009355 PRINCIPAL - LTD RESERVE 5100 ADAI Continuous 46174

2009356 PRINCIPAL - FICA RESERVE 5100 ADAI Continuous 46175

2009357 PRINCIPAL - SUPPLEMENTAL 5100 ADAI Continuous 46176

2009381 BLUE CROSS TRADITIONAL/RETIREES 5100 ADAI Continuous 46106

2009382 BLUE CROSS PPO/RETIREES 5100 ADAI Continuous 46107

2009383 BLUE CROSS RESERVE/RETIREES 5100 ADAI Continuous 46108

2009384 BLUE CROSS TRADITIONAL 5100 ADAI Continuous 46147

2009385 BLUE CROSS PPO 5100 ADAI Continuous 46148

2009386 BLUE CROSS RESERVE 5100 ADAI Continuous 46149

2009388 BLUE CROSS HIGH DEDUCTIBLE 5100 ADAI Continuous 46134

2009389 BLUE CROSS HIGH/DED/RETIREES 5100 ADAI Continuous 46192

2009394 RESERVE CONT MED PREM 5100 ADAI Continuous 46182

2009395 LTD WAIVER RESERVE 5100 ADAI Continuous 46183

2009396 EXTENDED LIFE RESERVE 5100 ADAI Continuous 46184

2009397 MEDICAL SWEEP ACCT RESERVE 5100 ADAI Continuous 46195

2009398 DENTAL SWEEP ACCT RESERVE 5100 ADAI Continuous 46196

2009935 DENTAL STATE APPROPRIATION 5100 ADAI Continuous 46156

2009936 HEALTH STATE APPROPRIATION 5100 ADAI Continuous 46157

5100 - OGI
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PROGRAM PROGRAM 

TITLE

ORG UNIT APPROPRIATION 

UNIT

FUND

2001204 ISIF - ADMIN 5200 ADAK 51900

2001205 ISIF - CONTINUING 5200 ADAI Continuous 51900

5200 - ISIF
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2006101 CAPITOL COMMISSION ADMIN 6000 ADAO 48109

2006103 CAPITOL COMMISSION MAINTENANCE 6000 ADAO 48279

2006344 CAPITOL RESTORATION- HB 344 6000 ADAO 48109

6000 - Capitol Commission
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PROGRAM PROGRAM TITLE ORG UNIT APPROPRIATION UNIT FUND

2004800 DOCUMENT SERVICES -GF 7100 ADAM 10000

2004802 POSTAL 7100 ADAM 45051

2004803 QUICK COPY 7100 ADAM 45051

2004805 DOCUMENT SERVICES - CONT 7100 ADDS CONTINUOUS 45051

7100 - document Services
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