Dell Punchout Instructions

1 From the Workday Home screen, enter Create Requisition in the Search bar.

Berry | X Home - Workday

Here's What's Happening

It's Frida
Awaiting Your Action Important Dates
Requisition: REQ-000000183, Requester: Donghoon Chung, Date: 07/11/2025, Amount: S s |
@ 6,009.52 USD Stephen McMillin - Until Jul 25, 21

My Tasks - 1 hour(s) ago

JuL
27
Requisition: REQ-000000171, Requester: Laura Bomar, Date: 07/11/2025, Amount: 500.00
E usD
My Tasks - 1 hour(s) ago I

28
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Birthday ¢

Michael Schrader

Time Off

Stephen McMillin



2  Select "Create Requisition" task

Workday FIN Ticke! X iew Candidate - Aus y = (32) Workday Strategic Sourcin: X+

%5 myworkday.com/ ome.htmid? a 5aSadfb ded

Create Requisition

Create Requisition
Taek

Create Requisition Template
ask

Create Requisition Worktags Template

Task

Create Shared Requisition Template

ask

Here's What's Happenir

View More It's Frid

Awaiting Your Action Important Dates

Juo

24 ;

Requisition: REQ-000000183, Requester: Donghoon Chung, Date: 07/11/2025, Amount:
@ 6,009.52 USD

My Tasks - 1 hour(s) ago

Millin - Until Jul 25, 20:

JuL  Birthday
27 Michael Schrader
Requisition: REQ-000000171, Requester: Laura Bomar, Date: 07/11/2025, Amount: 500.00

E usb

My Tasks - 1 hour(s) ago JuL

28 siept

3 Click Requisition Type and select Standard Purchase

Create Req

X Amber Horn (&)

Requester *

Requesting Entity I

Company * ULSA University of
Louisville
Currency *| 3 usD =

Requisition Type * | Search

. | OwnerSupplied Materials
Deliver-To *

() Standard Purchase

ship-To % | () Tie-To Requisition (Update Existing PO)

United States of America

Program =]

Project =

Grant

Cost Center X CC000110 CAPS () =

|
|
Gift = ‘
|
|
|

Fund . FD17 General Operating - =
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Click X on Deliver-To to update address. You can enter a part of the address you
are searching for and it will bring up all values that contain that information.
Select the correct address and room location for your delivery. The Ship-To field
will automatically populate based on what is in the system.

Create Requisition

® Amber Horn (-:2)

Requester *

Requesting Entity I

Company * ULSA University of —
Louisville
Currency *| x USD (s =

Requisition Type *| X Standard Purchase

Deliver-To * Belknap Campus > Service =
Complex (Belknap)
Ship-To * 1901 Floyd Street Inventory =

X Control Louisville, KY 40208
United States of America

=]

Project =

Gift =

Grant =

Cost Center X CCO000110 CAPS (=:+) =

Enter the Workday Program/Project/Gift/Grant "PPGG" code for the order. If the
cod is unknown, type in a part of the word for the "PPGG" and it will bring up all
options available. Select the correct one.

5

Requester *| x Amber Horn (-++

Requesting Entity |

Company * ULSA University of = =
Louisville o
Currency *| x USD (Ges =

Requisition Type * | X Standard Purchase

Belknap Campus > Service
low (@Al o

Deliver-To *

Search Results @

|’_j PG00080 ULSA - General Fund -
~ Purchasing Office

ship-To

™) PG02542 ULRF - Academic

=’ Program Support - Purchasing -

Health Science Campus

Program purch X
Project = ‘
Gift = ‘
Grant = ‘
Cost Center X CCO00110 CAPS (=) = ‘

AR ...
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Location is required for any purchase that is an asset. Enter the location where the
asset will be housed.

Deliver-To * Belknap Campus > Service =
Complex (Belknap) > Room
x
208A (Service Complex - (o)
Belknap)
Ship-To * 2215 S. Brook Street Walk =
X Service Complex LOUISVILLE, KY

40208 United States of America

aull — |
Project I = ]
Gift I = ]
Grant I = \
Cost Center X CCO0D110 CAPS (=) = ]
Fund ’ FD17 General Operating - = ‘
General Fund
Function X FNO6 Institutional Support (-=+) EEJ
Activity I = ]
Location I = }

“ Ca"09|

B Q sercn '?Slll:fflg-}’@lea

7 Click OK

| Belknap)
Ship-To * 2215 S. Brook Street Walk =

%

Service Complex LOUISVILLE, KY
40208 United States of America

Complex (Belknap) > Room
208A (Service Complex -
Belknap)

QD]

X

ol ——— L
Project I = ‘
Gift I = ]
Grant I = ]
Cost Center I X CCO00110 CAPS (70) EE}
Fund | o General Operating - = ‘
General Fund
Function I % FNO6 Institutional Support (=) EE]
Activity I = J
Location Belknap Campus > Service =

«» —

B Qs “e M FACET S PO
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8 Click "Connect to Supplier Website "

= ~ Instructions
0l REQUISITION INSTRUCTIONS

Please review our UofL Purchasing Website for all questions. If you have questions or need additional assistance, please contact the UofL Procurement Office.
e Top Tips for ordering goods and services:

« Please use "Connect to Supplier Website' to punchout to contracted supplier websites
+ I you cannot find what you need in the punchout sites, please create an adhoc request for goods or services by selecting “create non-catalog requisition’

~ Select an Option
Request Non-Catalog ltems

Add a good or service that is not in the catalog

Conneéct to Supplier Website

Request goeds and services from Supplier Websites

Add from Templates and Requisitions

Select from Requisition templates and past Requisitions

Select from My Pracurement Favorites

Select from my Favorite items

®

B Qs - e @ ® =

—
G

9 Click "Connect" next to Dell Marketing LP

|uisition Type
adard Purchase

ulti-Supplier Supplier Description Connect

VWR Funding Inc Connect
Staples Inc Connect
GovConnection Inc
Dell Marketing LP

W W Grainger Inc Connect

g
g
i

Made with Scribe - https://scribehow.com

Fl



10 Click "Quotes" if a quote is needed or if a quote has already been requested.

I [All Active - Workday FIN Ticke: X View Candidate - Austin Berry x = Standard Configurations x e (32) Workday Strategic Sourcin. X +

e c 25 dell.com/premier/std-configs/us/en/rc1393689

DeALTechnologies Search Dell Premier Q
Shop ~ Artificial Intelligence Solutions Deals ~ Account

Quotes Help Order Status Recent Online Orders

<1 / Standard Configurations

Standard Configurations

University of Louisville

SortBy:| Default v
Categories = Name: Product: Price:
[ ] peskiops Dell Pro Tower u5/8/256/DVD Dell Pro Tower $726.5!
[] Laptops Ships between 7/18/2025 and 7/21/2025 Catagory:
Desktops
View Delivery Dates
[ Monitors
[ Accessories
[ pocking station
[] workstations biames et Friee
Dental Informatics MFF i5/16GB/256 w/ AP Dell Pro Micro $750.6:
Ships between 7/18/2025 and 7/22/2025 Category:

11  Click "Search by eQuote number or Sales Quote number"

I [All Active - Workday FIN Ticke' X View Candidate - Austin Berry x & Quotes x b (32) Workday Strategic Scurcin. X or

<« G % dellcom/quote/hub/en-us/rc13936897ref=pn-leg

D<&ALTechnologies Search Dell Premier Q
Shop ~ Artificial Intelligence Solutions Deals ~ Account
@ Help ¢ Order Status 7 Recent Online Orders
Quotes

Q_ Search by eQuote number or Sales Quote numger

Quote Number/Name Created Expires Type Status Subtota
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12  Click "Shop" to select items to add to cart.

[All Active - Workday FIN Ticke: X Vie date - Austin Berry x = Quotes

‘quote/hub/en-us

DeALTechnologies Search Dell Premier

Shop ~ Artificial Intelligence  Solutions

Standard Configurations
Laptops & 2-in-1 PCs >
Desktops & AlHin-One PCs >

Dell Pro Max PCs and >
Workstations

Servers, Storage & Networking >

Monitors & Monitor
Accessories

PC Accessories >
Parts, Batteries & Upgrades
Software

Video Conferencing Room
Solutions

Thin Alinntn

Deals ~

Account

13  Select Add to Cart on item for purchase.

Name:
Dell Pro Tower u5/8/256/DVD

Ships between 7/18/2025 and 7/21/2025
view Delivery Dates

Name:
Dental Informatics MFF i5/16GB/256 w/ AP

Ships between 7/18/2025 and 7/22/2025
view Delivery Dates

Product:
Dell Pro Tower

Category:
Desktops

Product:
Dell Pro Micro

Category:
Desktops

Made with Scribe - https://scribehow.com

Sort By:

Default

~ ‘ 7 ‘Seamh your Standards by name

$726.59

$750.64

Add to Cart

Customize & Buy

Add to Cart

Customize & Buy



14  When finished shopping, click on Cart icon.

Hard Configurations X ¢ (32)Workday Strategic Sourcin. X+

Q B university of Loui.. ~| 1@ cart
Sort By:| Default v QJ. Search your Standards by name Q
Name: Product: Price: + Added to cart
Dell Pro Tower u5/8/256/DVD Dell Pro Tower $726.59
ships between 7/18/2025 and 7/21/2025 Categony:
Desktops
Name: Product: Price:
Dental Informatics MFF i5/16GB/256 w/ AP Dell Pro Micro $750.64
Shins between 7/18/2025 and 7/22/2025 Citegory: T
1 Review items to make sure everything needed has been selected. Click Create

Order Requisition.

Explore your new cart page!
Take a Guided Tour

Remove All items

| Computers
892501
mber: RP-022-21-B
Quantity Price
Dell Pro Tower ] 1]+ $3526-44
u5/8/256/DVD ©-4799.85
Customize $726.59
Tech Specs “
Warranty & Support ~

Free Standard, Get it by Thursday, July 24

e to find the information you need? Yes “

Made with Scribe - https://scribehow.com

G View all quotes

Items (1) $1526.44
Premier Discount -$799.85
Price does not reflect applicable shipping, taxes and
state environmental fee.

Subtotal $726.59

Create Order Requisition

Create eQuote

Continue Shopping ~ ‘

Dell Payment Solutions

@ Choose how you want to purchase your
technology with payment solutions that fit your
business needs.

Learn More

= Print



16  Click "How will these products be used?"

Jreement number: RP-022-21-B

Change

fard Get it by Thursday, July 24

npliance

sorporation, and is therefore subject to all US Export Laws and Regulations. The export of any  #
5 or software must be made in accordance with all applicable laws of the United States and
1 regulations, including but not limited to, the US Export Administration. Click here for further v

se products be used? *

n ~

\ese products be used?
vant to export outside the United States

Confirm Change

export outside the United States

T amPEEe LS RN

\_)ullllll(..«lly

Dell Pro Tower u5/8/256/DVD Qui

Customize (]

Tech Specs v

Items (1)
Premier Discount
Price does not reflect applicable shipping, taxes and environmental handling fees in ¢

Total

How easy was it to create this order requi

Very Difficult * it( * * * 3

Terms Of Sale

Unless a separate written agreement applies, by clicking Submit Order Req
Terms of Sale and that order(s) cannot be returned or cancelled. Additiona

Submit Order Requisition

17  Click Office, then "I do not want to export outside the United States".

Customer agreement number: KF-U2Z2-27-8

Delivery Change

Free Standard Get it by Thursday, July 24

Trade Compliance

Dellis a US corporation, and is therefore subject to all US Export Laws and Regulations. The export of any
Dell products or software must be made in accordance with all applicable laws of the United States and
local country regulations, including but not limited to, the US Export Administration. Click here for further

Dell Pro Tower u5/8/256/D

Customize

Tech Specs

ltems (1)
Premier Discount
Price does not reflect applicable shipping, taxes and envir

Total
How will these products be used? *
| Select Option v | )
How easy was it
Select Option
Home veyDifficutt 2% 3L

Military (including Paramilitary, National police, National guard)
Space/Aerospace/UAV

Missile/Missile Technology

Weapons of Mass Destruction (WMD)

Chemical/Biological

Nuclear

By an embargoed country or sanctioned party

0l & Gas

Other

Terms Of Sale

Unless a separate written agreement applies, by cl
Terms of Sale and that order(s) cannot be returnec

Qs e N FACHET S PO O
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18 Click "Confirm Change"

Customer agreement number: KH-UZZ2-21-8

Dell Pro Tower u5/8/256/D

Delive Change
ry Customize

Free Standard Get it by Thursday, July 24

Tech Specs v
Trade Compliance
Items (1)
Premier Discount
Price does not reflect applicable shipping, taxes and envir

Total

Dellis a US corporation, and is therefore subject to all US Export Laws and Regulations. The export of any  #
Dell products or software must be made in accordance with all applicable laws of the United States and
local country regulations, including but not limited to, the US Export Administration. Click here for further -

How will these products be used? *

” Office v||
How easy was it

Where will these products be used?
o 1 do not want to export outside the United States Very Difficult ﬁ ﬁ i

( j I want to export outside the United States
Confirm Change

Terms Of Sale

Unless a separate written agreement applies, by cl
Terms of Sale and that order(s) cannot be returnec

I
8 Qs -,gulf'mgmqnerﬂa

19  Click "Submit Order Requisition"

nEmns 1y EYRerITEy
Premier Discount -$799.85
Price does not reflect applicable shipping, taxes and environmental handling fees in absence of shipping address.

Total $726.59

How easy was it to create this order requisition?

veybificst TF TE TE TE TE TL VL veweasy

Terms Of Sale

Unless a separate written agreement applies, by clicking Submit Order Requisition, you agree to Dell's Commercial

Terms of Sale and that order(s) cannot be returned or cancelled. Additional Offering Specific Terms apply.

Submit Order Requisition

& 3 contact Us

12:06 PM
7/11/2025
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20 Items from Dell website will transfer into Workday requisition. Check all lines to

make sure everything transferred correctly.

ou
Company Requester Requisition Type Total Amount Currency
E ULSA University of Louisville Amber Horn Standard Purchase $726.59 usD
O]
il
1item
Edit
W ;’:::’;;T“” RolU2S YD Ceh o 7 Description Dell Pro Tower u5/8/256/DVD: Dell Pro Tower QCT1250Dell Pro Tower QCT1250
{‘é’} Supplier Item Identifier  210-BPVY
Commeodity Code 43211507 - Desktop computer
Spend Category Trackable - <5k Computer (SC0463)
Supplier Dell Marketing LP
Supplier Contract SCON-00000664 : Dell Personal Computers
Quantity 1
Unit of Measure Each
Unit Cost 726.59
Extended Amount 726.59
Memo
4
21  Click Checkout
- 1item
Edit
Zf::‘:gr"”” Az - Description Dell Pro Tower u5/8/256/DVD: Dell Pro Tower QCT1250Dell Pro Tower QCT1250
ﬁ Supplier Item Identifier  210-BPVY
{ﬁ} Commaedity Code 43211507 - Desktop computer

Spend Category
Supplier
Supplier Contract

Quantity

Unit of Measure
Unit Cost

Extended Amount

Memo

@ Continue Shopping +
it

BB Q sean “ e R EEC X
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Trackable - <5k Computer (SC0463)
Dell Marketing LP
SCON-00000664 : Dell Personal Computers

1

Each
726.59

726.59

:d0e

11



22  Confirm Requisition Details

I [AIl Active - Workday FIN Ticke: X View Candidate - Austin Berry x [ kout - Workday X ' (32) Workday Strategic Sourcin. X

= c 25 myworkday.com/uofl/d/inst/152279/2279$153.htmld

ULSA University ot Louisville Amber Horn -new - Dratt 12659 USD

~ Shipping Address

Deliver-To Belknap Campus > Service Complex (Belknap) > Room 208A (Service Complex - Belknap)
Ship-To Address 2215 S. Brook Street Walk
Service Complex

LOUISVILLE, KY 40208
United States of America

~ Requisition Information

Request Date *| 97/11/2025 £ |

Currency * | x USD (o)

Requisition Type % | x Standard Purchase =

Credit Card = ‘
Sourcing Buyer H—= ‘

Submitted by Amber Horn
Freight Amount 0.00 ‘
Other Charges 0.00 1

2 Use slider bar under Goods lines to confirm all information is accurate. Make
changes if needed.

Internal Memo

+ Goods
1item
Order Image Company Item Description Commedity Code *Spend Category *Quantity
ULSA University . := | DellProTower 43211507 - = Trackable - <5k = | Quantity *
of Louisville e :5“5‘2&5}}0{;20%*” ;:’D Desktop (] Computer D 1
Lo 3 oL computer (SC0463)
Tower QCT1250 Unit of Measure %
Each
4
~ Services
Oitems
_ Extended S
Order Image Company Description Spend Categary fimaars Date Deliver-To
No Data
> Attachments
m ( Save for Later ) ( Continue Shopping ) @
A s = am A e o o

Made with Scribe - https://scribehow.com
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24  Click Submit to complete requisiton.

v Goods
1item
rip-To Address Ship-To Contact Requested Delivery Date  Supplier Order-From Connection Supplier Contract Su
pal
2215 S. Brook Street = Amber Horn { = ‘ ‘ Dell Marketing LP SCON-00000664 : Dell Personal Co
Walk Service Complex mputers
LOUISVILLE, KY 40208
United States of
America
«
~ Services
0 items.
@ e s Extended 5
&) Order Image Company Description Spend Category e Date Deliver-To
No Data

> Attachments

( Save for Later ) ( Continue Shopping ) @

B Q sercn '?Slll:fflg-}’@lea
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