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How to Create a Dell
Requisition
This manual documents how to create a requisition by

"punching out" to the Dell Website. From this guide you may

also learn how to save Dell quotes and use them for future

requisitions and also review the University of South Carolina's

purchase orders from the Dell web site.
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/ Overview

The Dell Punchout Process
The requester will initiate the Punchout in Dell. The result will be the display

of a "Dell" shopping page where the requester can shop for Dell items at the

UofSC contract prices. When completed, the requester can ask the Dell

system to send the item information back to PeopleSoft. At that point, the

PeopleSoft requisition entry page will be displayed permitting the requester

to add additional information such as an approval justification and chart of

accounts values. After the requisition is submitted and approved, the

PeopleSoft purchase order will be automatically sent to Dell where the

supplier can fulfill the purchase and ship the items to the requester.
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Step details

Send the Item Info to PeopleSoft Returns the request with a comment when something is missing.

/ Punchout to DELL

This section demonstrates how to
"punch out" to the Dell web site.

Navigate to "Create Requisitions" and select "Dell Punchout"

Main Menu  eProcurement  Create Requisition
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Shop on the Dell Web Site

1. The Dell Web Site will be displayed in a separate "floating" page. Notice the PeopleSoft page is separate and still active.

2. Just like any shopping page, you can search for the items you are requesting.

3. "Add to Cart" adds the item to your shopping cart.
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Review the Cart and Continue Shopping

1. After adding the item to the cart, the "Cart" page is displayed, and it will list all the items in your cart.

2. Continue shopping by searching if applicable.

1

2

The requester may also shop by browsing categories.

Next steps to open the cart

1. After the requester adds additional items to the cart, the "Item added to your cart" page is displayed.

2. From this page, the requester may "proceed to the cart" or "continue shopping".

3. The requester may also see the total number of items in the cart and click on the "Cart" icon to display the cart page.
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Create the Order Requisition

On the "Cart" page, click on "Create Order Requisition" to begin the process of sending the item information to the UofSC

PeopleSoft system.
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Submit Order Requisition

1. Identify how these items will be used.

2. Identify where these items will be used and click "Confirm Change".

3. Click "Submit Order Requisition".
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/ Complete the Requisition in PeopleSoft

This section documents steps to
complete the requisition in
PeopleSoft

The PeopleSoft Requisition "Checkout - Review and Submit" page is displayed.

After "Submitting Order Request" in Dell punchout, the item information is sent back to the UofSC PeopleSoft Procurement

System and displayed on the requisition's "Checkout-Review and Submit" page.

1. Enter a description in the "Requisition Name" field.

2. Expand lines to review the ship to location and enter or adjust the chart of accounts values.

3. Use "Mass Change" to apply changes to several lines at once.

4. Scroll down for additional steps.

Please review the complete "create Requisition" user manual for additional details.
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Add comments, attachments then "Save and Submit"

Add the necessary comments and attachments. Then check the budget and click "Save and Submit" to submit the requisition

for department approval.
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The Confirmation Page is displayed

After submission, the confirmation page is displayed indicating the approvers to whom the requisition has been submitted for

approval.

Receiving the confirmation email

After the requisition has been sourced to a purchase order and the purchase order has been automatically dispatched to

Dell, the requester will receive a confirmation email.

1. Check your order status.

2. Review your purchase order number.
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/ using equotes

Saving and using an eQuote
On the Dell punchout site, the requester may also save their cart to an

eQuote and return later to use the quote to create the PeopleSoft Requisition.

Create the eQuote

Follow the steps in the section above to select and add items to your cart. After opening the cart, click "Create eQuote".
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Complete the eQuote

1. Enter a meaningful description of the eQuote and also enter your email address.

2. Click "Save eQuote".

Review and note the quote number

Review, note or download the quote number.

Reviewing eQuotes

1. From the Dell Punchout "home page" click on "University of South Carolina".

2. Click "Quotes".
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Search for the eQuote

1. Enter the eQuote number and the quote will automatically display below the search box.

2. Click on View & Buy to open the eQuote.
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View the eQuote

View the eQuote and Click "Create Order Requisition" to create a requisition from the eQuote.
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The quote will also be emailed to the requester.

/ Review purchase orders

Review Dell Purchase Orders
This section demonstrates how to review a Dell Purchase order in PeopleSoft

and also in Dell.

Review the order in PeopleSoft

Navigate to Manage Requisitions and search for your requisition.

Main Menu  eProcurement  Manage Requisitions

1. Enter the Business Unit and Requisition ID.

2. Click Search.

3. Click on the Purchase Order link.

The Purchase order is displayed in the "PO Information" section.

Review the order in Dell

Follow the steps to open the Dell punchout site as documented in the sections above.

1. Click on "University of South Carolina"

2. Click "Order Status"
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Search for the purchase order and view details.

1. Enter the PeopleSoft Purchase Order number.

2. Click "Apply Filters"

3. Expand the order details.

4. View the status of the order.

1

2

3

4

University of South Carolina · Internal use only


