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Dell Ordering Process

Step 1: Log onto the Dell Premier Page
a) When prompted enter your staff credentials (Staffid@universityofgalway.ie) and
press ‘Continue’

Step 2: Select Dell Products
a) Select the products you require and ‘Add to basket’.
b) When you have selected all your required items, click ‘Create eQuote’

Basket (2items) Remove All tems ﬂ View all quotes
Items Quantity Price
Items (2) €2,891.77
Bundle (2 items) Premier Discount -€2,082.77
N Subtotal €809.00
fr €2861778
Dell Pro 13 Plus PB13250 i | 1] + o Delivery FREE
Customize TR
789,00 VAT® £186.07
Total €995.07

View Details A et it by Tuesday, October 28
Catalog Number: 510293/rcrc1073882-8355372 Create eQuote
CFI Project Number: GOFL2C

¢) Fill in the Order Details as appropriate.
- Give the quote a name and fill in Saved By ID
- Fill in all pertinent details around address/delivery address
- Please ensure your email address is correct as otherwise you will not
receive your eQuote
- ‘Save eQuote’ when ready

Step 3: Receive and Review Dell eQuote
a) You will receive the eQuote from Dell via email and it is valid for 30 days
b) The numbered eQuote will contain a full specification of the equipment you
selected together with pricing.
c) Please take the time to review your eQuote and check it is correct.
Mistakes / amendments / modifications cannot be made once the order is
submitted

Step 4: Generate a Purchase Order (PO)
As per point 10 of the University Procurement Policy “The processing of Purchase
Orders through Agresso is a requirement for all purchases”.
A staff member with the Agresso role of Web Requisitioner generates the PO:
a) To facilitate reconciliation, please ensure the eQuote number is quoted on the PO.
b) When the PO is created, double check against the eQuote to ensure they match
and include VAT


mailto:Staffid@universityofgalway.ie
https://www.universityofgalway.ie/financialsystem/financialsystemroles/
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Dell Ordering Process

Step 5: Complete Dell Order

a) Once you have the PDF purchase order, log back onto the Dell Premier page and go

to the ‘Quotes’ section

DAL Technologie

i
Standarg Quotes
Configurations

¢ Bl

Order status. Recent Online orders

WELCOME TO PREMIER, Ross

A NEW ERA OF Al PCS

DELLS NEW COPILOT+PCS

rformance with Saapdragon® X Serie and on-device Al

> = M | = =

LsstonsB2in1 Desktops & Albin workststons servers, Storage & Monrors lectronics and Software Pars, Batteris &
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—
b) Search for your eQuote
3 s 9
¢) Select ‘View & Buy
QuoteS T) Multk-select Sales Quotes 3 mefreshlist | Y
Quote Kumber/Name | Created Expires Type Statis Subtotal/Total ~ Actions
- e Actine X View & Buy
- 14209.84 e
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< View eQuote
Summary
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Snaard A screenshot of a computer FREE n
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e) Review Delivery address -
Please ensure that the correct work address for the delivery of goods is entered
including the Eircode. In instances where the courier cannot deliver to the specified
address, they will deliver to the University Mail Centre.

Quote Number : 3400017189520.1 Expiration Date: 2 November 2025 (i)
Order Contact
a.i Dell Pro 16 Plus PB16250 365773
University of Galway 3 - Quantity 1 (D-€2,304.73
Phone Number /&5 o €1,353.00
Email: e BT o e e "
View details v
Billing Address
Accounts Payable/NUIG
National University of Ireland Dell Pro Wireless Headset - WL3024 €153:99
Accounts Payable office .
The Quadrangle Quantity 1 ©-eas
Galway, Galway, H91 TK33 = €105.00
Phone Number: 0000
Email: supplier i i ie
View details v
Customer Number: IE3016265
Tax Information
Vat Id: IE0022578J
Dell Pro Plus Compact Keyboard and Mouse 6199
2 - KM7120W - UK (QWERTY) @) -€46.99
Delivery Address Quantity 1 £55.00
University of Galway JE Cairnes School of Business & Economics . .
" View details ~
University Road %
Galway, Galway H91 WN8O
Phone Number: &% .3 L]
Email: b ol e el el e Items (3) €3913.71
Premier Discount -€2,400.71
Sub-total €1,513.00

f) Trade Compliance responses are as follows:

Trade Compliance

Dell is 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 -~

Is the end customer or its parent company headquartered in any of these
D5-Locations? *

MNo V‘

How will these products be used? *

‘ Office ~ ‘

wWhere will these products be used?

| o I do not want to export outside Ireland |

( i I 1 want to export outside Ireland
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Step 6:

Step 7:
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g) Your purchase order box will appear which you need to fill in accurately

Attachmenis
Mo Documents Uplcaded

Payment

Pumhase Ouder

Additional Informaticn

FD has besn sreawed anached and macthes o b digt FO nember an

You must upload the PDF purchase order. Financial Accounting will not process
payments in respect of purchases for which purchase orders have not been issued.
Attachments: Click Change and upload the PO (PDF)

Purchase Order: Insert 7-digit PO number. Check that the PO number is correct.
Additional Information: Select ‘PO has been reviewed, attached and matches the PO
number in the eQuote’

Click ‘Continue’

Submit Order to Dell
a) Select ‘Submit Order’
(under Terms of Sale on the right-hand side of the screen)

Same as billng
& " EE
o ey
Delivery Change s
Stmderd (et t by Frcay, November 8 FREE G0
Tax Exemption e Dell Adapier - HOMI 10 VGA
Th orde is st tax eremgt n -
Get ¢ by Friday 1 Novemter 2024
o N e
Quanty :
o]
Trade Compliance Crange .
Narthar the and user cuiomer hor ite sarent company are headquanared n 0ne of thes DS-Locanar
‘These products will be used |t3H‘|ce VAFagplcable ems G
3 hat vt expor e |
03 1T want T2 &xport outside Ireland Savinga g
Delvery Free
Atiachments Chinge g ” L
o Ducuments Uploaded ot echuing VAT and el ans
. Terms Of Sale
Payment
When yeu place your order, please be mindhl that we will o eedu!m‘eoﬂsud Four SHPRNG deaUNaon 10 recehe the product I anything changes in
s ity 1 5 e e it 1o livery plem o Lt
Payment Method
Suci Usless 0u have & ssprete qpeement between you e Del hat specical moplies to i crder, b cicking ‘Sutmit Order’,jou agpee toDels TERMS OF
Addi o

You will receive email confirmation from Dell that the order has been made, along with

status updates in terms of when the order is shipped. Please note the Dell Purchase ID

number for tracking purposes.
Your order is complete. Thank you =3

Your order confirmation has been emailed to rimsr
Dell Purchase ID: ¥4

Order Date: Thursday 26 September 2024

»
L3

Delivery and Goods Receipt

Once your order has been delivered from Dell, you must ensure a Goods Received
Note (GRN) is recorded against the PO on Agresso. This task is completed on
Agresso by the Web Requisitioner. If you did not generate the PO, please inform the
Web Requisitioner that delivery is complete.
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