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Ordering from Dell in SmartCART

Concept

This section

will explain how to order from Dell using SmartCART.

Ordering from Dell in SmartCART is very similar to the previous method. Using SmartCART,
an equote is not needed, the system will connect to your SmartCART that will have the system
configuration and information available, even after the purchase.

Procedure

To begin, login to Financials and enter the SmartCART home page.

Menu
Search:

WA Cse WeSTERN RESERVE
UKI\L'IE&ILYR 26

Personalize Content | Lavout

> My Favorites
- Employee Self-Senvice

Worklist

Add to Favorites Siqn out

Help

®

[ Vendors

> Purchasing

[ eProcurement

[> Services Procurement

[ Accounts Payable

1> Commitment Control

[ General Ledger

[> Case Departmental Deposits
- Case Petty Cash Management
> SCM Integrations

[ Set Up Financials/Supply Chain
[ Waorklist

[> Tree Manager

[ Reporting Tools

I PeopleTools

— My Personalizations

— My System Profile

— My Dictionary

/' Trusted sites | Protected Mode: On H100% -

Step

Action

Click the eProcurement link.
[ eProcurement

Click the Create Requisition link.

You may also follow the navigation on the left Menu to Create Requisition.

|Ereate Reguisitiun|
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Step Action

3. The Create Requisition screen appears.

Click the 2. Add Items and Services link.

|2. Add ltems and Sewicegl

4, Click the SmartCART tab.
SmarnCART

5. Click the SmartCART link.
SmanCART

NIVERS

W8 CASEWESTERN RESERVE
\i un ITY W

- eProcurement - ) -ﬁf
[ Buyer Center dmﬂ -
— Procurement Matrix
— My Profile
[> Senices Procurement
1> Accounts Payable Everything hd advanced
[ Commitment Control Shop | search
[> General Ledger -
Go to: favorites | quick order  Browse: suppliers | categories
Requisition Summary
There are no lines on this request. -
Action Items
Please add new line in order to ~ My Orders
save this requistion Carte - Recently Completed (5)
arts - Recently Complete 3 . E
|| KD 3
TotalLnes . [ 510-RAD ] ~ BD
Total Amount (USD). 0
k . Punch-out 2
sT. 1826
Lab Supplies
Welcome to the SmartCart!
i Flshar
Airgas | @z || IDT
Office/Computer
i ‘ ? |
MRO/ Facilities
.
Done /' Trusted sites | Protected Mode: On #100% -

Step Action

6. The SmartCart Home page appears.

Click the Dell logo box. Dell is a Punchout supplier.

;@ The Showcased Suppliers section will have links to suppliers that
Procurement wants to highlight such as new suppliers to the system or
those that are having specials.

Punch Out suppliers are those that have catalogs you will order from
directly.

Hosted catalogs are those that have catalogs that the University hosts that
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Ordering from Dell in SmartCART

you can purchase from.

Step Action

7. Since Dell is a punch out catalog, the system will go directly to the Premier

website.

W8 CAsE WESTERN RESERVE
il UI\'I\"LII&I'[‘TR G

Worklist

Add to Favorites

Sign out

[~ eProcurement
I Buyer Center
— Procurement Matrix

SelectSite Punchout

>

Cancel Punch-out

reate Requisition
— Wanage Requisiions
- Receive ltems

(|

Get Started!

— by Profile 2 a
[+ Services Procurement Specially P Systems for Case
(- Accounts Payable ‘Optiplex 960 SFF wi Case Software

[ Commitment Contral Price $819.99 - Genuine Windows

£ General Ledger — E Vista® Business
S, — SP2 Downg_raue‘
Requisition Summary ﬁzg‘ﬂeffémﬂal

There are no ines on this request

Q@ Customize ) Addto Cart
Please add new line in order to

save this requisition

Optiplex 960 Mini Tower wiCase Software
Total Lines:

: P $979.80 - Genuine Windows
Total Amount (USD). 0 —.E rice Genuing Window
S5P2 Downgrade,

XP Professional
Installed, E

Q cCustomize §) Addto Cart
Latitude E4300 wi Case Software

Price $1,UUD_11 - Genuine Windows
Vista® Busingss
SP2 Downgrade,
- XP Professional

P2 Install, E
@ Customize ) Addto Cart

Latitude E6400 wi Case software

Click on the category names in your
top menu bar to view links to your
organization’s online store, services

and more

» Read More

¥ Contact Your Account Team

ClearChat Comfort USB

View All

Stereo Headset with Micropho

Price

© Customize
© Addto Cart

Yo

Latitude E6400 wi Case

software

$35.79

- Genuine Windows Vista®

Business 3P2

Downgrade XP Professional

T

Price $923.61 - Genuine Windows
l Vista® Business SP3Install E
r S5P2 Downgrade,
‘ XP Professional Price $923.61 -
4 n | »
Waiting for http://premierconfigure.us.dell.com/delistore/config.aspx?es=RC | | E / Trusted sites | Protected Mode: On E100% v
Step Action
8. The Premier website appears. After you have selected and customized the item you
want to purchase, click the Add to Cart button.
Add to Cart
9. Choose the correct option for Trade Compliance. In our example, click the |
WILL NOT export this order outside the United States. option.
|
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[~ eProcurement
> Buyer Center
— Procurement Matrix
Create Requisition
— Manaqge Requisiions

— Receive ltems

— My Profile
[- Services Procurement
[+ Accounts Payable
[ Commitment Control
[ General Ledaer

There are no lines on this request.

Please add new line in order to
save this requisition

Total Lines:
Total Amount (USD).

TERN RESERVE
v

L. r& Secure
- Sh
| Shipping s

Requisition Summary

Wk

Systems v Standard Configurations

# Indicates Required Fields

VERIFY & SUBMIT ORDER REQUISITION

(© Continue ]

!

Delivery Option

@ Mo Charge - Lowest Cost 3-5 Day Delivery

) 2nd Business Day Delivery - Fast Delivery.

Your order will be delivered up to 2 business days after it ships.
@) Next Business Day Delivery - Fastest Delivery.

Your order will be delivered on the next business day after it ships.

a L
@ |WILL NOT export this order outside the United States.
I'WILL export this order outside the United States.

The export of any product and software purchased from Dell must be made in accordance with all relevant laws of the United States,
including and without limitation, the U.5. Export Administration Regulations. This may require that you obtain a formal export license or
make certain declarations to the United States Government regarding produc(s) to be exported, their destination or their end-use.

< . | »

Done

/' Trusted sites | Protected Mode: On E100% -

Step

Action

10.

Click the

Continue button.

CEITS

UNIVERSI

[~ eProcurement
> Buyer Center

— Wy Profile
[- Services Procurement
[+ Accounts Payable
[ Commitment Control

[- General Ledaer

Requisition Summary

There are no lines on this request

Flease add new line in order to
save this requisition

Total Lines:
Total Amount (USD):

CASEWESTERN RESERVE
rY

Reh Home Worklist Add to Favorites

gn out

Cancel Punch-out

| ‘ SelectSite Punchout
Case Western Reserve University (Institutional Purchases g

Shop
Systems v

Standard Configurations ~ Software & Peripherals

Windows®. Life without Walls™ .

Secure
Shopping

VERIFY & SUBMIT ORDER REQUISITION G oo

Your Order Requisition is nearly complete. Please review the following details and edit if necessary. Select “Submit Order
Regquisition” (bottom right) to submit.

| SHIPPING PAYMENT

@) Submit Order Requisition

Order Requisition Date and Time:
March 25, 2010 9:20 AM CST

View/Print Cart
© Print Order Summary
@ Print Order Details

Shipping & Handling Method
MNo Charge - Lowest Cost 3-5 Day Delivery

/ Edit

Payment Method
Credit Terms
Contract Code
70158

Contact Information

Detailed View -
‘ i ] i

Done

#®100% -

/' Trusted sites | Protected Mode: On
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Step Action

11. Once you have reviewed your order for accuracy, click the Submit Order
Requisition button.

Printing your Order Summary and Order Details is also available from this page.

| € submit Order Requisition ‘

WA CasE WESTERN RESERVE
B UNTVERSLT YR e

Worklist

Add to Favorites. Sign out

|~ eProcurement - A1
I Buyer Center ijl’l'

— Procurement Matrix

— Manage Requisiions
— Receive ltems
— Wy Profile

tes sitions ?
- Services Pracurement Create Cart Add products| —+ [PETTeNe] —* [Place Order| °r [assign cart to Approver|
[+ Accounts Payable

[ Commitment Control

F 2010-03-25 TRNA001 01 | 1item(s), 979.80 USD

Save
[- General Ledaer - 4
b
Cartl=m= 2010-03-25 TRNAOOL 01
Requisition Summary Prepared for Nicole N Dyme
There are no lines on this request Select s differen: ussr..
= Prepared by Nicole H Dyme
Please add new line in order to

Supplier / Line Item Details
save this requisition. Show line details

For selected line items Add To Faverites ~ | Go

Total Lines: ] Dell

Total Amount (USD). o The ite =d from an external supplier site, therefora your ability to edit or view the items in this application may be limited.
Click thi more details
Click the link to MODIFY ITEMS | VIEW ITEMS Punch-out returned: 3/25/2010 10:21:07 AM Line(s): 1

P Size / Unit " .
Product Description Catalog No Packaging Price Quantity Ext. Price [7]
OPTIPLEX 960 MT;OptiPlex 960 Minitower Base 30 Percent Efficient 224-8146 EA 579.80 1EA 879.80 USD D
Power Supply €F  morzin Fou
Supplier subtotal 979.80 USD
Shipping, Handling, and Tax charges are calculated and charged by each supplier. The values shown Subtotal 979.80
here ars for estimation purposes, budgst checking, and workflow approvals. Taxt 0.00
Tax2 0.00
Shipping 0.00
Handling 0.00
Total 979.80 USD
Save
(1 item remaining) Downloading picture http://usertest sciquest.com/app_docs/art/printer.png.. [ «/ Trusted sites | Protected Mode: On H100% ~

Step Action
12.

The system will return you to the Financials system and integrate your order into
SmartCART.

To add more items to your order from the same or different vendor, click the Add

Products link. More information is available in the section "Ordering from
multiple vendors" section.

13. To finish shopping, click the Place Order button.
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[~ eProcurement - Hel
> Buyer Center
— Procurement Matrix
Create Requisition
— WManage Requisiions = )
— Receive ltems |D\ 1. Define R 2. Add ltems and Services b 3. Review and Submit ‘
— My Profile
[> Services Procurement Add lines to the requisition, specifying the information necessary to procure each item or service.
[> Accounts Payable search: | Q, Search
PRI LA Favorites | Templates | SmanCART | Special Request
> General Ledger - — plates | Smarc/ L L
Select a Request Type
Requisition Summary Special ltem Request an item that is not listed in the Catalog
Description Qtyuom Fixed Cost Senvice Request a one-lime service for a flat fee
OPTIPLEX 960 1 EA
MT;OptiPlex 9 Variable Cost Semvice Request a service for which the fee is based on the fime worked.
Time and Materials Request a service for which the fee is based on the ime worked and materials used,
Total Lines: 1
Total Amount (USD). 979.80
Review and Submit
< . ] »
E « Trusted sites | Protected Mode: On #100% -

Step Action

14.

Notice the purchase in the Requisition Summary.

15.

To submit the Requisition with your SmartCart order, Click the 3. Review and
Submit link.

NIVE

[~ eProcurement
> Buyer Center

a
— Receive ltems
— Wy Profile
[- Services Procurement
[+ Accounts Payable
[ Commitment Control
[- General Ledaer

CASEWESTERN RESERVE
ELS TN

Wi

Create Requisition

1. Define Requisition

2. Add Items and Services

3. Review and Submit

£}

Review the details of your requisition, make any necessary changes, and submit it

CASE1

Business Unit: Case Western Reserve Univ

for approval.

Total Amount (USD):

Requisition Summary
Description QtyUOM
OPTIPLEX 960 1 EA
T:OptiPlex 9

Total Lines: 1

979.80

Nicole N Dyme

o1

[C] Select All i Deselect All

OPTIPLEX 960 MT.OptiPlex 360 M

Dell Computers

1.0000

*Currency:

Priority:

Each

USD

Medium

979 80000

Total Amount:

L Maddto Favumesl V;}E\ Add to Template(s)

1l Delete

[7 send to Vendor

["] show at Receipt ["| Show at Voucher

i Check Budget

[B) Save & submit | = Save & preview aDDrovaIs| ¥ Cancel requisition

Find more items

] 3

Done

#100%

' Trusted sites | Protected Mode: On
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Step Action

16. The Create Requisition screen appears.

To complete your requisition, follow the same steps to create a requisition. Click
the paper next to each line item to enter the due date, verify or change shipping,
and enter the Speedtype and verify the account information.

]

@ Each line item will need to have a SpeedType entered. The advantage of
this being per line is that you can order for multiple projects or
speedtypes on the same requisition. Each vendor will recieve their own
Purchase Order from SmartCART.

Step Action

17. Enter your SpeedType in the Speedtype field and verify the account number is
correct.

Justification/Comments will not be seen by a buyer, it is not necessary to enter
information. However, if there is an approval, that person will see the comments.

Speed Type
OPR261221 O
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CASE WESTERN RESERVE
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CASEWESTERN RESERVE
UNIVERSITY v SRR
- eProcurement & |k 1. Uenine = £ Aad Itlems and >ervices =5 5. Keview and Submit @A
I B Cent 0 B
_ Fuy;zreemnee{ Matrix Review the details of your requisition, make any necessary changes, and submit it for approval
Business Unit: Case Western Reserve Univ
— Receive ltems - 7 . . an
_ My Profile Requester: Nicole N Dyme ‘Currency: UsD
[ Services Procurement Requisition Name: ‘ Priority:
[+ Accounts Payahle - -
[ Commitment Control Requisition Lines
[ General Ledger v Description Quantity Price Tots)
< [0 1 OPTIPLEX 960 MT.OptiPlex 960 M Dell Computers 1.0000 E3CH 979.80000 979.8!
Consolidate with other Regs Override Suggested Vendor
3:225&@3:0 0 Sl 07 B & Quantity: 10000
' ) Status: Active *Ship To: CEDARAP @ [=] Modifv Shipping Address
Total Lines: 1
Total Amount (USD). 979.80 Attention: |N\cnle N Dyme
*Distribute by:
/Accounting Lines A First °110f1 " Last
[ chartfields1 [} Chartfieidsa
Line |Percent Amount [ Speed Type Account  |Event Fund Dept Project Class
1 100.0000 979.30 [0PR261221 QL (531200 O Q = —
[ Select All / Deselect All Total Amount: a79.80 U
L #addio FavurneSlV;)_g\AddtoTemp\ale(E)l 1l Delete
| &
[] send to Vendor ] Show at Receipt [ Show at Voucher
iy Check Budget
[E] Save & submit | = Save & preview approvals' ¥ Cancel requisition Find more items
e v
< | >
& [# € mternet H o0 -

Step Action

18. Click the Save & Submit button.

You may Check Budget first if you prefer.

CASEWESTERN RESERVE
ONTYELSUTY e
| eProcurement ~ Help
I Buyer Center
— Procurement Matrix
Create ReqL
— WManage Requisiions Confirmation
— Receive ltems -
— My Profile
[- Services Procurement
(- Accounts Payable Requested For: Nicole N Dyme Number of Lines: 1
> Commitment Control . . .
- General Ledger v ReaquisifionName: 1000099291 Total Amount: 979.80 USD
Requisition ID: 1000099291
Business Unit: CASE1
OPTIPLEX 960 1 EA Priority: Wedium
MT,OptiPlex 9.. Budget Status: Mot Checked
Total Lines: 1 Stage: 1
Total Amount (USD). 979.80
~ Requisition 1000099291:Pending
Amount and Category Approval
<55000 Approver
| Edit Requisition Check Budget
View printable version Manage R Create New R
& L8 € mternet F 00w -
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Step Action

19. The Confirmation screen appears. If there are approvals, those will appear in the
Approvals box. If you are a self approver, the item will be approved and
processed. You can view and monitor the requisition the same way you do for any
Special Requests you order by clicking Manage Requisitions.

Manage Requisitions|

20.
End of Procedure.
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