How To Create An Order for IT-Related LewisihcLark
Items with Notes

IT requires the following information to be added to each Jaggaer Requisition for
IT-related products. This requirement applies all Dell requisitions, and any other
vendor requisitions allocated to an IT object code.

1 For Dell, punch out using the Dell tile.
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2  Click "Quotes" to access the quote number provided by IT.

D<A LTechnologies Search Dell Premier

Shop -~ APEX Solutions & Services Deals ~~ Account

Procurement Integrations Quotes Recent Online Orders Help Order Status Custom Links ~

fnr / Standard Configurations

Standard Configurations

Lewis-Clark State College NASPO ValuePoint PADD 16200012 / WN1TAGW

(i) 4 configurations will be retiring within the next & months. Click here to view your retiring configurations

Categories - (i) This configuration will end-of-life soon depending on supply availability.
Dell recommends the OptiPlex Small Form Factor (7020) as a possible replacer

—

3 Enter the quote number here.

Choose OptiPlex all-in-ones and compact Small and light laptops and 2-in-1s
desktops for security and reliability with scalable features to fit your nee

Shop Desktop Deals Shop Laptop Deals

Choose the guotes you'd like to purchase from the list below or search for an ¢
(by entering Sales Quote Number).

lSear.:‘s’? by sales quote nurmber or eQuote name, number, creator

Narme Number Created



4  Click "View Details."

Expires Purchased B subtotal /
Total Price
June 9, 2024 No $2,392.93
$2,392.93

View Details

5 Click "Create Order Requisition."

>Quote

[@) SaveasNew eQuote Create Order Requisition Continue Shopping

Summary

Standard 15" Laptop (Latitude 5550 w/Autopilot)

Specs

Quantity 1 $1,238.88

Dell Wired combo KM300

? Specs

Quantity 1 $32.19



6  Click here to dismiss this question.

How will these products be used? *

Office v

Where will these products be used?

© ! do not want to export outside the United States

(::j- | want to export outside the United States

7  Click "Submit Order Requisition"

How easy was it to create this order requisition?

Very Difficult | 1 | | 2 | | 3 | | 4 ) | 5 | | 6 | | 7 | Very Easy

Submit Order Requisition

C] Contact Us



8 Back in Jaggaer, click "Proceed To Checkout."

Purchase Orders * Search (Alt+Q) 2,392.93 USD E < |L° @1

)
Summary 3
o} Details 4
st Diana Higgins
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2024-05-10 02
s
Unit Price Quantity Ext. Price
9  Click "Comments"
Ie TEST
Requisition = 4022001
Shop
Summary Comments Attachments History
Orders
» Base;Dell Latitude 5550 BTX Base
+ Dell Wired combo KM300
Contracts « OptiPlex Small Form Factor (7010);0ptiPlex Small Form Factor (7010)
Accounts Item Catalog No. Size/Packaging
Payable
1  BaseDell Latitude 5550 BTX Base 210-BLMN EA
Suppliers
~ ITEM DETAILS £
Reporting Manufacturer Dell Contract: no value
Name
Administer Commodity 43211503 / Laptop Comp
Manufacturer 210-BLMN Code
Part Number

Setup

Supplier Part 300000011148541



10  Click this button to open comment field.

Purchase Orders ¥ Search (AR+Q) 2,392.93 UsD 1! <@ |L°

E @ * o Assign Cart Place O

Summary

Show comments for  Requisition A4 +

New Comment d
o Correct these issues.

You are unable to proceed until addressed.

Required: Fund

You do not have permission to access this fielc
Required: Function

You do not have permission to access this fielc
Required: Cost Center

Be aware of these issues.

11  Click this button when you've typed the comment.

e Purchase Orders ¥ Search (Alt+Q) 239293USD W @ |»° ‘pl
Requisition *+ 4022001 . B OIS Assign Cart Place Order
Comments Attachment
Summary 2
Records found: 0 Shaw co nts for Requisition v -+
© correct these issues ~
Youare 1o proceed until

ADD COMMENT « ¥ X
Required: Fund
¥ou do not have permission to acoess this field: Fund

This will add a comment to the document. Required: Functio
¥ou do not have permission o access this field: Function

Required: Cost Center

Line 1: New employee, start date 4/1/24
Line 2: Current keyboard is malfunctioning Attach file (optional)
Line 3: Machine reaches replacement age 9/1/24, but is functioning

@ Fin Be aware of these issues. ~
P Youmay review and proceed
expand | clear O unk/URL

Empty: Object Code
Characters beyond the limit are not saved, |.., the note is truncated.
Once the note is attached, it is accessible from the History tab of the e Name Total (2,392.93 USD) ~
dacument

Choose File Upload your file estimat -

239293

No comments have been added
2,392.93

What's next for my order? v

IT Review
Chilenn Sasn
Powered by JAGGAER | PrivBIHIOCy
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12  Click "Summary" to go back to the body of the req.

Ie TEST

Requisition = 4022001

Summary Comments o

Contracis
Records found: 1

Accounts

Payable

Diana Higgins - 5/10/2024 4:43:26 PM

Suppliers
Line 1: New employee, start date 4/1/24
Line 2: Current keyboard is malfunctioning

Reporting Line 3: Machine reaches replacement age 9/1/24, but is functioning

Administer

Setup

13  Click the three dots to assign cost center info at the line level.

Q Correct these issues.
You are unable to proceed until addressed.

Required: Fund

‘M You do not have permission to access this field: F
Required: Function

You do not have permission to access this field: F

Required: Cost Center

\aging Unit Price Quantity Ext. Price
Be aware of these issues,

1,238.88 aty: 1 EA 1,238.88 - [ Yo sag A B s

Line Item Actions for Base;Dell Latitude 5550 BTX
Base

Total (2,392.93 USD)

Internal Note no value
Internal Add
op Computers SR .
Attachments R
External Note no value

Attachments for Add




®

14  Click "Accounting Codes"

Unit Price Quantity Ext. Price

1,238.88 Qty: 1 EA 1,238.88

Internal Note no value

Internal Add
Attachments

External Note no value

Attachments for Add
supplier

3219 Qty: 1 EA 32.19

If all items are on the same cost center and using the same object code, you can
enter this information at the header level.

You do not have permission to access this field: Function
Required: Cost Center

Be aware of these issues. bd
: D You may review and proceed.
Override
Ship To 5
Delivery Options ges are calculated and
BilLTo lues shown here are for
cking, and warkflow
Accounting Codes
2,392.93
Remove
2,392.93
Add to Favorites
Move to Another Cart &

Add to Draft Cart or Pending PR/PO

Annrovars

Chilenn Saan

Powered by JAGGAER | Priv
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15 Type cost center.

Override Line 1: Accounting Codes

Cost Center * Object Code-§:

905101 Q

905101 % Purchasing

* Required fields

Double-click the Object Code field to overwrite with either 56499 ($1000+) or
16 55580.

Override Line 1: Accounting Codes

Cost Center ¥ Object Code ==

905101 2L, 56499 v

56499 - Computer Equi

q b

* Required fields



@ Repeat for each line.

17 Click "Save"

10



18 Click "Place Order"

Purchase Orders ¥ Search (Alt+Q) 2,392.93 USD E < E‘o @1

© 80 - e [N

Billing # v Summary >
Bill To Total (2,392.93 USD) A
Lewis-Clark State College ping, Handling, and Tax charges an

Controller's Office
500 8th Avenue
Lewiston, ID 83501
United States

2,392.93

Billing Options

2,392.93
Accounting Date  no value

What's next for my order? v



