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Issuing an eVA Purchase Order to Dell

Must have your quote number to purchase using an existing quote.
Hover over Shop and Click on INn the dropdown.

Suppliers  Sourcing  Contracts

: L - vA)
This guide is specific to Dell & B
eVA Catalog orders only.
{ 9 % Welcome to eVA : wm
e\/A U ser G U | d e |O cd Te d on © To watch a quick video about the changes to punchout shopping, click here. A new tab will Open for the video. X

the Procurement Services

The Punchout Shopping Quick Reference Guide is available here. A new tab will open for the guide.

website includes step by
step instructions on how to
issue an eVA Purchase
Order.

# Expected date format: M/d/yyyy x

Search For Products

My to-do list 44 Results What's my order status?
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Issuing an eVA Purchase Order to Dell <.

Filter to find the Dell Marketing catalog.

Select the filter
icon to expand

Suppliers Sourcing Contract

eVA)

Analytics Manage Report C¢

Suppliers  Sourcing  Contracts = Shop Pr

Analytics Manage Report Center

eVa)

Suppliers Sourcing  Contracts S

Analytics Manage Report Center

.I.h e ﬁ | .I.erl n g « 2 Search Products < 9 Search Products
E Search Products
< 0 Reset ¢ 1t the changes to punchout shoppin|
# it the changes to punchout {
S C re e n ° . . ick Reference Guide is available he e N !
T © To watch a quick video about the changes to pung Commodity ick Reference Guide is avai
h k T h b = ; /. . S
C eC S The Punchout Shopping Quick Reference Guide | Contract Contract
1 .
Punchout : =
1y . Supplier chout Only: + Supplier l
Only™ option. . : .
m I - N N
Favorite Suppliers DELL MARKETING LP chout Only:
Status C24916

Then type
HHDELL

Filters Status: Approved X

Approved 0O~

Display Options Commodity

Mon-Approved ltem:

G . FURNITURE:
ener] CAFETERIA,

Product ¢

One Dell Way 78682 Round Roi

Dell Marketing LP

v 9478
" ; t32301 15264-3
+ Punchout Only CHAPEL, Pittsburgh
. . - 0 Selected Previously Purchased ltems kLJL.X ESE’EAEIL%'T_B ge Commodity
in the Supplier
. LOUNGE, ITURE:
. Kits SCHOOL CAPFETERIA,
B History Browse CHAPEL,
fl e | d Order Image  Com e o cHeEL

Click Search
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Select the catalog for Dell Marketing.

Suppliers Sourcing Contracts Shop Procurement Invoicing Analytics Manage

@ Janis H.
Select the &) 2 O
shopping cart icon ¢ © Search Products

Q ™
| | \ ¢ ©® To watch a quick video about the changes to punchout shopping, click here. A new tab will open for the video. 3
g The Punchout Shopping Quick Reference Guide is available here. A new tab will open for the guide.
Universities,
COI I lI I lUnITy Filter By Commodity -
Coll & Oth =N
Ed g-l-' | Filters Supplier: DELL MARKETING LP > Status: Approved » PunchoutOnly: « x
g e n C I e S —- 0 Selected Add Non-Catalog Item
Punchout catalog.
Order Image Commodity Product Code @ Supplier PR/Order items Label Detailed Description Pri
COMPUTER
SOFTWARE FOR DELL Dell- VA State Contract: Dell- VA State Contract: State agencies +
MINIAND . ) JSRCC, NSU Punchout
MAINFRAME E’}_,ARKETWG Sthtf:Efﬁ:ﬁfjt‘ JSRCC, PC Devices, Peripherals, Servers and
COMPUTERS Maintenance
(PREPROGRAMMED)
COMPUTER Dell- Colleges & Dell- Colleges & Universities, Community
SOFTWARE FOR . L " . .
MINI AND DELL Universities, Community  Colleges & Other Educational Agencies
MAINFRAME MARKETING Colleges & Other Punchout
LP Educational Agenci PC Devices, Peripherals, Se d
ucational Agencies evices, Peripherals, Servers an
COMPUTERS Punchout Maint
(PREPROGRAMMED) unchou aintenance

2 Result(s)
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When the catalog opens click Quotes.

D<A LTechnologies Q B o1d pominion Uni. ~ & cart

Shop ~ APEX Artificial Intelligence Deals ~ Account

Quotes Order Status Recent Online Orders Custom Links ~

Standard Co

Old Dominion University

*
EPSON Explore more from Epson! Check out their Brand Showroom for insights and offers. Shop Now >
T a]

Name: Product: Price:

Mobile Precision 3490 14" Precision 3490 Workstation $1,357.94
Category:

ships between 8/12/2024 and 8/15/2024  Notebooks

View Delivery Dates

Name: Product: Price:

Precision 3591 Precision 3591 Workstation $1,599.00
Category:

Ships between 8/12/2024 and 8/15/2024
View Delivery Dates

Customize & Buy
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= Enter your quote number in the Purchas Selected search field.

= Click View Details.

» D&ALLTechnologies

Search Dell Premier Q.

Shop ~ APEX Artificial Intelligence Deals ~ Account

E-1 Quotes
f >0

¢ Order Status * Recent Online Orders %, Custorn Links

Quotes

I (by entering Sales Quote Number).

3000179577649 /

Name Number Created

2 01d Dominion Uni.. ~ & Cart

Choose the quotes you'd like to purchase from the list below or search for an eQuote (by entering the eQuote narne, eQuote number, eQuote creator) or search for a Sales Quote

Authorized Buyer Expires Purchased Subtotal /

Total Price

0DU PD Investigations 3000179577649 dgray@odu.edu — August 31, 2024 No $954.35
August 1, 2024 $954.35

«
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Click Create
Order
Requisition.

D<A LTechnologies
&

< Quotes

ODU PD Investigations [ 1k

Quote Number :
3000179577649.1

Contract Details

Expiration Date: August 31,
2024 @

Contract name: Virginia Higher Education
Procurement Consortium (VHEPC) Purchasing

Agreement

Dell contract code: C000001144001
Customer agreement number: UVA-AGR-4046

Description and Notes (optional)

(i) No description or notes available

View eQuote

‘ Continue Shopping ‘
Summary
_— Dell Latiffide 3450
e it Specs

Quantity 1 A

(D -$691.08

$954.35
Savings -$691.08
ltems (1) $954.35
Delivery FREE
Total $954.35

X

(@) Save as New eQuote Create Order Requisition

«
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Select | do not want to
export outside of the
United States and select
Confirm Changes.

This is also where the
quantity can be

increased on decreased,

if needed.

Then click, Submit Order
Requisition.

?LL [echnologies

& Quotes Create Order Requisition

Contract Details

Contract name: Virginia Higher Education
Procurement Consortium (VHEPC) Purchasing
Agreement

Dell contract code: CO00001144001

Customer agreement number: UVA-AGR-4046

Delivery Change
Free Get it by Tuesday, August 6
Standard

Trade Compliance

Dell is a US corporation, and is therefore subject t
all US Export Laws and Regulations. The export of
any Dell products or software must be made in

How will these products
be used? *

Where will
© ! do not want to export outside the United States

O | want to export outside the United States

Continue Shopping

Coupon
|
Summary
e Dell Latitude 3450
it Customize
Specs
5164543
Quantity (D -$691.08
T 1+ $954.35
Savings -$691.08
Items (1) $054.35
Delivery FREE
Total $954.35

How easy was it to create this order requisition?

TN TN TN SN N N N
[ 2 )13 )(4 )5 (6 (7))
t R N N A N A N S N

Submit Order Requisition

1

«
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Suppliers Sourcing  Contracts Shop Procurement Invoicing

C“Ck on The ﬁ_!,ﬁ) A @ sanish.
shopping cart.

Then, select the
T © To watch a quick video about the changes to punchout shopping, click here. A new tab will open for the vide *m
REQ created ——

.I. O d O y The Punchout Shopping Quick Reference Guide is available here. A new tab will open for the guide.

Analytics Manage Report Center

{ 9 % Search Products Q -

Filter By Commaodity ~

Filters Supplier: DELL MARKETINGLP x Status: Approved » PunchoutOnly: + X

Suppliers Sourcing  Contracts Shop Procurement Invoicing
E g 9 Janis H.
: Analytics Manage Report Center
{ 9 % Search Products Q -
. . . , | New o~ |
T © To watch a quick video about the changes to punchout shopping, chcm» purchase FE
will open for the video. requisition

The Punchout Shopping Quick Reference Guide is available here. A new tab will open

P NPT Y
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Review and confirm, then click Checkout.

Suppliers Sourcing  Contracts Shop Procurement Invoicing
&P
.' Analytics Manage Report Center
Report Center '0'
{ 9 % Search Products Q -
REQ1396437 - @~ & o

h ¢ @ To watch a quick video about the changes to punchout shopping, click here. A % || » = Req.8/1/2024
new tab will open for the video.

Base;Dell Latitude 3450, BTX

S

The Punchout Shopping Quick Reference Guide is available here. A new tab
1 9 - 954.35000 USC

will open for the guide.

Total

m Reset 954.35000  USD

Filters Supplier: DELL MARKETIMG LP » Status: Approved »  Punchout Only: " X m

Filter By Commodity -

«

10
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Now you are in the
requisition.

Edit the Name to include
Dell and the Budget Code,
you may also include a few
keywords, if helpful.

Select RO for the PO
Category.

Select Equipment —
Technology for the
Procurement Transaction

Type.

Verify Ship To, add name of
the person and/or dept the
equipment is intended for in
the Comments.

00 IR k4 Requisition: REQ1396437 - Req. 8/1/2024 (Draft)

Submit for Approval << Back to Catalog Reset Allocations Create Solicitation

© Fields marked by an asterisk * are mandatory

Header
Name* Organization®
Req. 8/1/2024 A221-0DU Procurement Services € ~
Type PO Category”
Purchase
Requester” Reference Number
Hall Janis [x 4

Procurement Transaction Type*

Header Field 1 Header Field 2
Status
Draft Workflow Preview & Ad hoc

rocurement Services / Old Dominion Unive
Avenue, Suite 111 Norfolk

Procurement 5

s

4

11
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Scroll to the line item and select
Scroll back to the top and click

Items & Services

—+ Selected + Add line Copy Selected Lines Delete Lines Edit Lines Set Allocations
v Itern # Product Type Supplier Part # Item Description Supplier Order Qty
v & W 1 Product 210-BLLK Base;Dell Latitude 3450, BTX ([ DELL MARKETING LP ) DELL MA ING LP 1.00001
1 Result(s)

Dell emails order confirmations after every Dell order is processed. Order confirmation emails include

the Dell Purchase ID and Tracking Numbers.




Procurement Services Contacts
Janis Hall - inhall@odu.edu
Lisa Guilford - |guilford@odu.edu



mailto:jnhall@odu.edu
mailto:lguilford@odu.edu
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