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Dell Punchout Instructions

1 From the Workday Home screen, enter Create Requisition in the Search bar.
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2 Select "Create Requisition" task

3 Click Requisition Type and select Standard Purchase
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4 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.

5 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.
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6 Location is required for any purchase that is an asset. Enter the location where the
asset will be housed.

7 Click OK
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8 Click "Connect to Supplier Website "

9 Click "Connect" next to Dell Marketing LP
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10 Click "Quotes" if a quote is needed or if a quote has already been requested.

11 Click "Search by eQuote number or Sales Quote number"
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12 Click "Shop" to select items to add to cart.

13 Select Add to Cart on item for purchase.



Made with Scribe - https://scribehow.com 8

14 When finished shopping, click on Cart icon.

15 Review items to make sure everything needed has been selected. Click Create
Order Requisition.
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16 Click "How will these products be used?"

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

19 Click "Submit Order Requisition"
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20 Items from Dell website will transfer into Workday requisition. Check all lines to
make sure everything transferred correctly.

21 Click Checkout
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22 Confirm Requisition Details

23 Use slider bar under Goods lines to confirm all information is accurate. Make
changes if needed.
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24 Click Submit to complete requisiton.


