How to Create an Order for IT-Related ., cidiciarc
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@LLTBChﬂOIOgiBS Search Dell Premier
Shop -~ Artificial Intelligence Solutions 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) 1 configuration will be retiring within the next 6 months. Click here to view your retiring configurations

Categories - .
§ am
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3 Enter the Quote number here.

-u- Procurement Integrations E_] Quotes * Recent Online Orders Help ¢ Order:
! > Quotes

Quotes

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

lSsarCh by sales quote ndmber or eQuote name, number, creator

Narme Nurnber Created Authorized Buy



4  Click on the quote number, or on the "View Details" button.

Choose the quotes you'd like to purchase from the list below or search for an eQuote (by entering the eQuote
(by entering Sales Quote Mumber).

3000182414504.1

Name Number Created Authorized Buyer

Diana Test Quote 3000182414504 dlhiggins@lesc.edu Diana Higgins
October 21, 2024

5 Click "Create Order Requisition."

® Save as New eQuote Create Order Requisition ‘ Continue Shopping

mmary

Standard Desktop (OptiPlex SFF 7020 w/Autopilot)
Specs

Quantity 1 $1,183.75

ﬁ Dell 24 Monitor - P2425H



6  Click here to dismiss this question.

How will these products be used? *

Office v

Where will these products be used?

© ! donot want to export outside the United States

() 1want to export outside the United States

7 Click "Submit Order Requisition"

How easy was it to create this order requisition?

veyDificut. B YC T TE IC TC T VeryEasy

Submit Order Requisition

C] Contact Us



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

Purchase Orders * Search (Alt+Q) 1,342.15USD E L2, |le i_.,ol

Summary i
Details K
SelectAll - Diana Higgins

.0

Unit Price Quantity Ext. Price

9  C(Click "Comments"

Ie TEST
Requisition = 4142285

Shop

sSummary Comments Attachments History
Orders
Contracts General & Shipping
Accounts Cart Name 2024-10-21 0290719 01 Ship To
Payable

Description no value Attn: Diana Higgins
Suppliers Bldg/Rm: ADM 104

Prepared by Diana Higgins Mailstop:

) 500 &th Ave.

Reporting Prepared for Diana Higgins Lewiston, ID 83501

United States
Ad-Hoc Approver  Select

Administer

Buyer Code Dad433c0-e2de-4a72-ae2a- Dislivery Optine

Setup 43ef12b314aa

ship Via Best Carrier-Best Way
WEB BUYER




10 Click this button to open the comment field.

Purchase Orders * Search (Alt+Q) 1,342.15USD E <@ |‘e @

E @ sar Assign Cart Place Order

Summary

New Comment :
B | © corcctinese ssues

You are unable to proceed until addressed

Required: Fund

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

You do not have permission to access this field: Functi

Required: Cost Center

Be aware of these issues.
You may review and proceed.

11 Type a comment for each item on the PO, indicating whether the item is needed
by a certain date (new hire) or is urgent (employee without a computer or
monitor), or simply replacing something (current one is still functional).

summary Lomments ATIACNMENTS HISTOry

Orders

Contracts
Records found: 0

Accounts
Payable
ADD COMMENT
Suppliers
: ; ; This will add a comment to the d
Reporting Line 1:New employee, start date 11/15/24
Line 2:| Attach file (optional)
Administer PR
Attachment Type
P
Setup 950 characters remaining expand | clear

Characters beyond the limit are not saved, i.e,, the note is truncated.
Once the note is attached, it is accessible from the History tab of the
document.

File Name




12  Click this button when you've typed the comment to save it.

E @ rae Assign Cart Place

i Summary

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

Required: Fund

You do not have permission to access this fie
nent to the document. " ;
Required: Function

You do not have permission to access this fiel

Required: Cost Center

@® File
Be aware of these issues.
(O Link/URL You may review and proceed.

13 Click "Summary" to go back to the body of the req.

Ie TEST

Stidp Requisition - 4142285

summary Comments o Attachments History
Orders

Contracts
Records found: 1

Accounts

Payable

Diana Higgins - 10/21/2024 2:10:08 PM

Suppliers -
Line 1: New employee, start date 11/15/24

Line 2: For Diana, replaces current monitor that is functional

Reporting

Administer

Setup




14 Click this button to update the Ship To address if you are not located on the main
Lewiston campus. (If you are on campus, disregard.)

Purchase Orders ¥ Search (.
Attachments History
& Shipping & Billing P AT
Edit Shipping Section
" Ship To Bill To
Attn: Diana Higgins Lewis-Clark State College
Bldg/Rm: ADM 104 Controller's Office
Mailstop: 500 8th Avenue
500 8th Ave. Lewiston, ID 83501
Lewiston, ID 83501 United States

United States

Billing Options
Delivery Options
jela- i :
Accounting Date  no value

Ship Via Best Carrier-Best Way

15 Select the Main Campus address if you are not located on the main Lewiston
campus. (If you are on campus, disregard.)

Address Line 1 JUU 81h Ave.
City Lewiston
State 1D

Zip Code 83501
Country United States

O Main - Diana Higgins, ADM 104, [Mailstop], 500 8th Ave., Lewiston, ID 83501, Unite
Odefault - Diana Higgins, ADM 104, [Mailstop], 500 8th Ave., Lewiston, ID 83501, Un

O Main Campus - Diana Higgins, ADM 104, [Mailstop], 500 8th Ave., Lewiston, ID 835

Search additional Q, Results PerPage 10 v

* Required fields




16  Click "Save"

[

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

Summary

° Correct these issues.
PM You are unable to proceed until addressed.

Required: Fund

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

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

aging Unit Price Quantity Ext. Price

1,183.75 Qty: 1 EA 1,183.75 D

/L Beaware of these issues.
'4 You may review and proceed.

Internal Note no value
Empty: Object Code

‘top Computers Internal Add Empty: Project ID
Attachments

Total (1,342.15 USD)

External Note no value Shipping, Handling, and Tax charges are calculated anc
charged by each supplier. The values shown here are fc
Attachments for Add estimation purposes, budget checking, and workflow



®

18 Click "Accounting Codes"

Unit Price

1,183.75

Internal Note

rs Internal
Attachments

External Note

Attachments for
supplier

138.40

Internal Nnte

Quantity

Qty: 1 EA

Qty: 1 EA

Ext. Price

1,183.7%

no value

Add

no value

Add

138.40

nn valie

Hequirea: Funa

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

You do not have permission to access this field: Fund

Required: Function

You do not have permission to access this field: Function

- D Renuired- Cnst Center

Override
Ship To
Delivery Options
Bill To

Acoonﬁ\nting godes

Remove

Add to Favorites
Move to Another Cart
Add to Draft Cart or Pending PR/PO

What's next for my order?

o P Y

s
W
ges are calculated and
lues shown here are for
cking, and workflow
1,342.15
1,342.15
'
i

10



19 Click here to enter cost center.

Override Line 1: Accounting Codes

Cost Center % Object Code-§: Project ID-§:

905101 5

905101 - Purchasing

* Required fields

20 Click here to enter object code.

Override Line 1: Accounting Codes

Cost Center % Object Code-§: Project ID-§:

905101 51 55580 "4 Test123 "4

55580 { Computer Equipment <$2k

* Required fields

11



21 Click "Save"

22  Click this button to repeat for the next line.

EXTEMMal NOTE no vaiue

Attachments for Add

supplier
Values have been overridden for =
this line s 0
Project ID
Test123

Testing in Jaggaer

158.40 Qty: 1 EA 158.40 D

Line Itemn Actions for Dell 24 Monitol

4
Internal Note no value
Internal Add
Attachments
External Note no value

Attachments for Add

Summary

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

Required: Fund

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

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

of these issues.
vreview and proceed.

Empty: Object Code
Empty: Project ID

Total (1,342.15 USD)

Shipping, Handling, and Tax charges are calculated ar
charged by each supplier. The values shown here are

estimation purposes, budget checking, and workflow

approvals.

12



23  Click "Accounting Codes"

Test123 Required: Function

Testing inJaggaer You do not have permission to access this field: Function

Required: Cost Center

158.40 Qty: 1EA 158.40 -]
Override v
Ship To
Internal Note no value k 2
Delivery Options
Internal Add Bill To
Attachments - =
Accounting Codes |
ges are calculated an
External Note no value ] ._‘ it i s
lues ¢ here are for
Remove cking, and workflow
Attachments for Add
supplier dd .
Add to Favorites 134215
Move to Another Cart 1,342.15
) Add to Draft Cart or Pending PR/PO
Project ID
T 7 TWnats next Tor my order? ks

no value
Next Step IT Review t

24 Click here to enter cost center.

Override Line 2: Accounting Codes

Cost Center % Object Code-§: Project ID-§:

0051| Q

905101 - Purchasing

* Required fields




25 Click here to enter object code.

Override Line 2: Accounting Codes

Cost Center % Object Code-i Project ID_§:

905101 Q 55580 "4 Test123 v

55580 - Computer Equipment <$2k

* Required fields

26 Click "Save"

14



27

Unit Price

1,183.75

Click "Place Order"

Purchase Orders * Search (Alt+Q) 1,342.15 USD L v [n@ i_.,ol

> &0 - [ oo | N

Summary =
Total (1,342.15 USD) b
jiculated a
Quantity Ext. Price Subtota 134215
1,342.15
Qty: 1EA 1,183.75 -]
What's next for my order? v
+ Mext Sten IT Raview

15



How to Place an Order Requisition in
Shopping Dashboard

LEWlSFﬁi@CLARK

STATE COLLEGE

1 Click this image. to punch out through CDWG.

Goto: Favorites | Forms | Non-Catalog Item Browse: Suppliers | Categories | Cor

ms, part number, etc. I

ANIXTER 215 cow) DAL ® i
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2  Click the "Search Quote/Order/PO" field and enter your quote number.

PunchOut

[Search Quote/OrderPOQ,

I Home
Product Categories
Product Configurators

Apple Macbooks

Apple Macs

3 There are detailed instructions on the site.

Favorites

LEWIS ;NCLARK

SIATE COLLEGE

» Begin Shopping
» Transfera Cart

¥ Convert a Quote into an Order

» Use the Search Quote/Order field
above the Menu to locate your Quote.

» Add your Quote to the Shopping Cart
s Click the 'Checkont’ hiitton




4  Click this image to punch out through B&H Photo.

or products, suppliers, forms, part number, etc.

Catalogs
nagonusnass ANDIEY @ ML
i Hotochond GRAINGER
r : Odp . @ tormerty Life =y

5  Click "See All Quotes & Orders."

The Professional's Source Since 1973 IT Services  B2B Support 8;

Quotes & Orders

Q Quick See All -g
Add to Cart

My Cart

Drones Camcorders TVs & Entertainment Audio-Visual Optics Mobile Surveillance More...

s will begin shipping on Sun Oct 27. See Schedule Details ‘

2 e ML )

Pro Audio Drones Camcorders TVs & Audio-Visual Optics Surveillance
Entertainment




Enter your quote information. Note: You will need to provide the phone number of
the person who provided the quote, and the Customer ID. Both are available on
the quote.

6

irder / Quote Lookup

locate an order or quote that was submitted by phone, chat, in-store or
line, please enter the phone number you provided and your order/quote
mber.

hone Number / Customer ID

irder Number / RMA / Quote Number

Find Your Order / Quote
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