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How To Buy: Dell Punch-out 
 

This guide provides instructions for creating Dell orders in BearBuy.  There are 3 ways to create your order:  
 
 

• Creating an Order from the DELL Punch-out (page 2-3) 
 

• Retrieving a Sales Quote created by a DELL Sales Rep (page 4-5) 
 

• Retrieving an eQuote created in the DELL Punch-out (page 6-7) 
 

 Please note Dell eQuotes are no longer necessary on most items. The Dell Punch-out 
contains a wide assortment of products. If you need to order an item that is not available in 
the Punch-out and a Dell Sales Representative provided a quote, you can retrieve the quote 
directly from the Dell Punch-out and process the order in BearBuy. 
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Creating an Order from the DELL Punch-out 

Steps Screenshots 
From the BearBuy shopping 
homepage click the Dell 
icon. 

 
 

A connecting to Punch-out 
screen appears before you 
are directed to the Punch-
out.  

 
A new window will open the 
BearBuy Dell Premier page. 

 
 

Find the item you would like 
to purchase. Click the item’s 
corresponding 
Add to Cart link, or click the 
Customize link to customize 
the item before placing it in 
your cart. 

 

When you have completed 
shopping for your items and 
are ready to checkout, click 
the cart icon at the top of 
the page. 
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Click the Create Order  
Requisition button to begin 
checkout. 

 
Choose your shipping 
method by clicking the radio 
button next to the 
appropriate shipping option.  
 
Also indicate if you will be 
exporting the item(s) 
outside of United States by 
clicking the radio button 
next to the appropriate 
statement.  
 
Click the Continue button.  

 

Review the order, then click 
the Submit  
Order Requisition button.  

 
You will be returned to your 
BearBuy cart.  
 
You can continue checking 
out in BearBuy as you 
normally would to place the 
order.  

 
 



Last updated: July 2016 UCSF Supply Chain Management 4 

Retrieving a Sales Quote created by a DELL Sales Rep 

Steps Screenshots 
From the BearBuy shopping 
homepage click the 
Dell icon. 

 
 

A connecting to Punch- 
out screen appears before 
you are directed to the 
Punch-out.  

 
A new window will open 
the BearBuy Dell 
Premier page. 

 
 

Click the Quotes link located 
near the top of the page. 

 
 

Enter your Sales Quote 
Number and your Customer 
Number (available on the 
quote). 
 
Click the Find Quote button. 
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Click the Create Order 
Requisition button to 
begin checkout. 

 
Choose your shipping 
method by clicking the radio 
button next to the 
appropriate shipping option.  
 
Also indicate if you will be 
exporting the item(s) 
outside of United States by 
clicking the radio button 
next to the appropriate 
statement.  
 
Click the Continue button.  

 

Review the order, then click 
the Submit  
Order Requisition button.  

 
You will be returned to your 
BearBuy cart.  
 
You can continue checking 
out in BearBuy as you 
normally would to place the 
order.  
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Retrieving an eQuote created in the DELL Punch-out 

Steps Screenshots 
From the BearBuy shopping 
homepage click the 
Dell icon. 

 
 

A connecting to Punch- 
out screen appears before 
you are directed to the 
Punch-out. 

 
 

A new window will open 
the BearBuy Dell 
Premier page. 

 
 

Click the Quotes link located 
near the top of the page. 

 
 

Enter your eQuote Number, 
eQuote Name, or the Email 
address of the person who 
saved the eQuote. 
 
Click the Find Quote button. 

 
If more than one eQuote 
matches your search 
criteria, click the eQuote 
Number to add the eQuote 
to your cart. 
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Click the Create Order 
Requisition button to 
begin checkout. 

 
If necessary, click the Edit 
Shipping link. 
 
Choose your shipping 
method by clicking the radio 
button next to the 
appropriate shipping option.  
 
Also indicate if you will be 
exporting the item(s) 
outside of United States by 
clicking the radio button 
next to the appropriate 
statement.  
 
Click the Continue button.  

 
 

 
 

Review the order, then click 
the Submit  
Order Requisition button.  

 
You will be returned to your 
BearBuy cart.  
 
You can continue checking 
out in BearBuy as you 
normally would to place the 
order.  

 
 


