Revised 01_01_11


Creating Orders
Referencing Dell Quote Numbers 
 (Using the Describe Requirement Shopping Cart Method)
Shopping Cart:

1. Requisitioner receives a quotation from Dell.

2. Initiates a Describe Requirement Shopping Cart using SRM.  Detailed instructions on “Creating a Describe Requirement Shopping Cart” can be found on the DGS Training Website under Resource Toolbox > End User Procedures > Shopping Cart.  

3. Inserts the quote number into the description field of the shopping cart. The quote number must be entered exactly as shown in the sample (Q:XXXXXXXXX).  Replace the X’s with the quote number; there should be no spaces between the Q: and the quote number.  If the quote number is not entered in this manner Dell will reject the order.
Note: Following the quote number users should enter a 1 or 2 word description of the item being ordered.  (Examples: Q:5698549087-Desktop or Q:5698549087-Rugged Laptop.)   Please be aware this field has a 40-character limit.  This description will assist those receiving the order.  A copy of the quote which contains a more detailed description of the item being ordered must be attached to the Shopping Cart in SRM.
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Purchase Order:

4. After processing the shopping cart the purchaser creates a purchase order.

5. The purchaser inserts the quote number into the “Vendor Product Number” field of the purchase order line item in the exact same manner or the order will be rejected.  The purchaser must include the 1 or two word item description as well.  (Examples: Q:5698549087-Desktop or Q:5698549087-Rugged Laptop.)  A copy of the quote which contains a more detailed description of the item being ordered must be attached to the Purchase Order in SRM.
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Note: These instructions were originally issued as Change #1, dated September 22, 2008, to Dell Contract 4400002819, IT Hardware (PCs, Laptops / Notebooks, Monitors) - Lot 1,  which is posted on the DGS eMarketplace.  These instructions can also be found on the DGS Training Website under Resource Toolbox > End User Procedures > Shopping Cart.
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