
 Q U I C K   R E F E R E N C E   G U I D E 

 Using the Dell Punchout 
 This document is a quick reference guide for users purchasing goods from the Dell punchout, including Computer 
 Equipment, Peripherals, and related services (Contract #CTR068890) in the Arizona Procurement Portal (APP). If you 
 have any ques�ons, please contact the APP Help Desk at  app@azdoa.gov  . Addi�onal resources are also available  on 
 the SPO website:  h�ps://spo.az.gov/  . 

 This document provides important informa�on for using the Dell punchout in APP. The Dell Punchout website has 
 bu�ons and op�ons that State users will use to process their orders successfully. 

 Premier Page 

 Dell offers a Premier page that is customized according to your agency email. Please contact the 
 contract manager if the items you need are not listed. 

 Purchase Using a Dell Sales Quote Number 

 1.  Locate the Dell punchout among the other Arizona punchouts in APP; click the  Shopping Cart  bu�on to 
 navigate to the website to shop. 

 Receive a sales quote from Dell as you would for any Dell product(s). The following steps demonstrate 
 purchasing once a sales quote is acquired. 

 2.  Click the Quotes link on the homepage. 
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 3.  Enter the Dell sales quote number in the search field to shop for your item(s). 
 4.  The items included in the quote display. 

 Click the View Details bu�on to view mul�ple items of an order. 

 5.  Click the  CART  bu�on at the top of the page once  the final item has been added to the cart. 

 6.  Review your cart. Click the Create Order Requisi�on bu�on. 
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 7.  You are navigated to the Trade Compliance page. Click the  Confirm Change  bu�on. 

 8.  Click the  Submit Order Requisi�on  bu�on. 

 9.  Once back in APP, complete the requisi�on as you normally would. 

 Purchase Using the Dell Cart (without a quote number) 

 1.  Locate the Dell punchout among the other Arizona punchouts in APP; click the  Shopping Cart  bu�on to 
 navigate to the website to shop. 

 2.  Scroll through the catalog or search for the specific item(s) in the  Search  bar. 
 3.  Click the  Add to  Cart  bu�on at the top of the page to add items to your cart. 
 4.  Follow steps 6-9 in the previous sec�on to complete the purchase. 

 Resources 

 Click the link below for more informa�on on using the Dell punchout  in APP: 
 h�ps://spointra.az.gov/arizona-procurement-portal/app-support/quick-reference-guides 
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