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Dell Global Portal

User Guide

What is Dell Global Portal?

Global Portal is Dell’'s one-stop worldwide procurement center. It delivers a consistent
purchasing experience worldwide by enabling the creation and management of global
orders through a single platform.

What can you do with Dell Global Portal?

Using your Dell Global Portal Site, you can

. Access a single, consistent global catalog, servicing all countries worldwide

. Quickly and easily customize user access and choose your homepage

. Access the complete Dell catalog of products available in select countries

. Shop, quote and buy global standards for hardware, software and accessories
. Prepare and save system configurations for purchase at a later date

. Purchase peripheral items for your existing hardware

. Track your orders through robust reporting capabilities

Getting Started

The Global Portal User Guide will help you get started on the path to streamline your
worldwide procurement with Dell.
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1 Log into Portal

1.1 First time Portal User

Welcome to Premier

When you are set up as a user on Dell's Global Portal | ...
you will receive an automated welcome email which |~ IYhats new Ik lemics

Get up to date with our latest enhancements.

> Premier Help

provides your organization's unique Premier Page | -z,
name, profile email address and temporary password. :

Find Out More >

Premier Login
rsonalized

Log onto your Global Portal Page at

mation on products and solutions so you can
ns_explore your options and decide what's best for your organization

www.dell.com/premier (Fig 1.1)

o Click ‘Premier Login’
. Enter your profile email address and temporary

password provided. Click Sign In (Fig 1.2)

Premier Sign-in

Emal Address

o Choose the account/access group from the drop | ...
-down box (if applicable). Click Access Premier | gm: oo
(Fig 1.3)

Note: You may only have one access group and
therefore you will be directed straight to your log-in

page.

1.2 Returning Portal User

Log onto you Global Portal Page at

www.dell.com/premier (Fig 1.1) Premier Sign-in

. Enter your current email address and password. p:::: .
Click Sign In. Show
If you have forgotten your password click on | 5o R
Forgot Password (Fig 1.3)

o Choose the account/access group from the drop

-down box (if applicable). Click Access Premier. ,
New Quote experience.

Manage your quotes with ease.

Watch the video >
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1.3 Forgot Password

Enter your profile email address and click Continue
(Fig 1.4). You will receive an email shortly.

1.4 Manage your Account Information

Once on the Global Portal page, users can easily
manage the page and get access to useful infor-
mation.

On the top navigation bar click on Account
(Fig 1.5)

Page Settings allows you to view your Dell
account team, access and manage your
company addresses, users and the list of Dell
authorized partners (administrators only).

The Orders & Invoices section gives you
access to reports, shared documents, quotes
and order status.

You can customize your profile through Your
Account section. Select Personal Information
to change your personal details or select
Change Password to update / change or reset
your password.

Note: only the user can change their personal
information or change / reset their password.
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Forgot your password?

Enter the email address associated with your account and click Reset Password.
We'll email you a link to reset your password.

Email Address Reset Password

My Account
Nome :Chrstll
Role: SiteAdmin’
Page : Test Global Portal
Access group: Administrator B | Change Account

Z Page Settings @ Orders & Invoices & Your Account

Edit Pers
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Once you've signed in, you will land on the Global Portal homepage, where you can manage all of your
important tasks from a single location. Experience a quick and streamlined access to your most com-

monly used features.

The landing page is structured by sections that enable you to access the various page features directly:

2.1 The Country Selector

The “ship to country” selector, which is located at
the top of your page, specifies the currency
available within the selected country and provides
dynamic selection of localized option defaults
during system checkout.

2.2 My Tools

The "My Tools" section provides easy access to
your most commonly used features. From here you
can quickly retrieve and manage your Quotes,
access your Standard Configurations and check
the status of your global orders. Simply click one of
the links highlighted in blue to navigate to the
respective destination on your page.

2.3 Shop Dell Products

The "Shop Dell Products" section allows you to
explore the Systems catalog (if enabled for your
page) for the selected ship-to country. It may
display your standard configurations as well as the
complete line of Dell branded systems. You can
also find Dell monitors, printers and projectors and
shop for items in the "Accessories and Peripherals"
catalog. Simply click any of the links highlighted in
blue to get directed to the respective product.
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Ship ToBE | UNITED STATES [USD]

Htep  Blowtes ¢ OrderSatus

Welcome to your Global Portal Home Page

My Tools

Quotes Standard Conﬂgurauons Order Status
age y atalog G

e
uote products pe
Started

Shop Dell
Products [
. e ol =

Seryers, sxomge&

ell onitors Printers,
roject

\Loptogs, 2in1s& JDesktops &

of

Standard Accessories & Monitors
Configurations

Parts '
Selector \Ss‘ ! @

Shop for parts,
accessoies and
supplies for your Dell P Video Hard
products Selector

W & -
Spotlight
Manageya eQuotes and sales quotes ~ :’g A simple, flexible, all-encompassing
\ ugh an upgraded, more & sol oftwar
int jotes page. life 0 a
-—— [} . sin 4

month

Battery & Adapter
Selector

Learn More

Dell PC as a Service

Need Help?

> Profile Management > Site Navigation > Shopping
> Quotes >Cart and Checkout > Reporting
> Dell Support Features

> Premier Resource Library > Contact Premier Website Support




2.4 Parts Selector (if enabled for your page)

The easy-to-use "Parts Selector" section helps you to
find and shop for compatible parts, accessories and
supplies for your Dell systems in a pragmatic way.
Simply click one of the links highlighted in blue to ac-
cess a specific parts selector tool. Within the respective
tool you will be asked to provide more specific infor-
mation relating to the part you may be searching for.

2.5 SpOﬂight (if enabled for your page)

The “Spotlight” section provides useful updates and
news about products, page features and other items. In
most cases, you will able to obtain more information by
clicking the respective links.

2.6 Need Help?

The “Need Help?” section gives access to detailed
explanations about most Global Portal features. Simply
click one of the links highlighted in blue to retrieve the
respective help topic of interest to you.

2.7 Choosing your Home Page

If your Dell Global Portal landing page has been set up
for user personalization, you have the ability to
customize your page by setting Quotes or Standard
Configurations as your landing page. If you would like to
select one of the other landing page views, open the
desired category page ("Quotes" or "Standard Configu-
rations") and select the "Make this my Homepage" link,
(fig 2.3) which is located at the top right-hand corner of
your page. If you want to revert back to the default
home page view, simply click the "X" in the top right
corner. (fig 2.4).
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Spotlight
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Need Help?

= Profile Management
> Quotes

= Dell Support Features

Manage your eQuotes and sales quotes
with ease through an upgraded, more
intuitive Quotes page.

Learn More

> Site Navigation
> Cart and Checkout

> Premier Resource Library

Py

-! Search

% Custom Links

‘ & Make this my home page

Fig2.4

! Search

€3 Custom Links




Product

Catalogs

Before you start your shopping, select the desired “ship to country” from the selector available at the top
of your Global Portal page. This “ship to country” selector, which is located at the top of your page,
specifies the currency available within the selected country and provides dynamic selection of localized

3.1 Global Standard Configurations

The "My Tools" section provides easy access to
your global Standard Configurations. Standard
Configurations are Dell systems specifically
customized for your organization with selectable
options (upgrades/downgrades) created by your
Dell Account Team.

Standard Configurations have your organization's
negotiated pricing included.

3.2 Full Systems Catalog

If your company has approved catalog ordering in
addition to your standards, the Dell’s Full Systems
catalog will display as a separate tab within the

“Shop Dell Products” section of your landing page.

. Choose the product group you wish to order,
narrow your selection using the assisted
navigation and Add to Cart.

. Follow the global standards checkout
process (see 5.3).

3.3 Software and Peripherals (S&P)
Catalog

Based on your selected Ship To Country, you will
be able to see Software and Peripherals (where
available) in the “Shop Dell Products” section of
your landing page. This catalog will contain S&P
items that are not part of your global standards.

. Choose the product group you wish to

order, narrow your selection and Add to Cart.

. Follow the global standards checkout
process.
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My Tools

Standard Configurations
Choose from your catalog of
products and solutions. Get
Started

Quotes
Purchase or manage your eQuotes
and Sales Quotes. Find Quote

Shop Dell
Products

l

Servers, Storage & Dell Monitors, Printers,
&Projectors

Laptops, Tablets &

ssssssssss Mobile
Standard Featured Products Accessories &

>
Configurations Peripherals

Take a look at Dell's
wide range systems,

Deskiops &

View All Products

Product / Software offerings may vary per country.
Please contact your Dell Account Team for further
information.

For easier product transitions, you can
. now see notifications when a standard
1 configuration is about to be retired or

has retired.




4 Quotes

eQuotes give users the ability to prepare an order and save it for future purchase.

Before you start, select the desired “ship to country” from the selector available at the top of your
Global Portal page. This “ship to country” selector, which is located at the top of your page, specifies
the currency available within the selected country and provides dynamic selection of localized option

4.1 Creating and saving an eQuote

. Select product from Global standard con-
figurations, S&P or Systems catalogs as
required.

. When ready, Add to Cart (see 5.2) and
click on Save as eQuote. (Fig 4.1)

Finalize the eQuote by completing all required
fields (Fig 4.2)

. Specify the name of your eQuote.

. If you need to send this eQuote to your
purchasing agent and/or any other
recipient via email, complete the
appropriate  fields. The  selected
Authorized Buyer has the ability to
approve/purchase eQuotes off the Page.

o Enter notes and description if needed
(optional)
. Enter the Order Contact information

. By entering your Shipping / Billing
address (optional), you enable us to
calculate shipping costs and any other
applicable fees, and you save time when
placing your order.

. You can even select your delivery and
payment methods.

o Then click Save eQuote. You will
receive an e-mail confirmation with your
saved eQuote information for future
reference.
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Fig4.1

Cart Remove allitems | Show all specs

» Estimate Tax and Shipping Subtotal (1) S164143
s000
Items Quantity Unit Price Item total

13543
$1,776.86

Latitude 7480 - Great value = v [+

and in-stock for fast Ship Tor United States.
! shipping curency usollar

Configure | Remove item

E Dell Smart Selection
January 3, 2018

» Snow full spec

on code? Subtotal (1): $1,641.43 j“
T
Apply Coupon

Save New eQuote
Quote detail Subtotal (1) 1143
........... o s0m
Name ‘Estimated Tax $135.43
Total $1,776.86
Authorized Buyer (optional)
Select an Authorized buyer v What s an Authorized buyer? Ship To: United States
Curency Us bollar
> Description and Notes (optional)
‘Save eQuote
> Order Contact
/ Norton

v shippinglnformation e

Why do we need this?

By selecting your i , and by
providing it now, you'l save time when placing your order.

Shipping Information

John Doe, Dell Change
123 maple ave, Round Rock TX 78682, US.

Phone number (512) 7230000
test@dell.com

> Delivery Method

If Authorized Buyers have been set up for
your organization, a selection of Authorized
Buyer names will be available when saving
an eQuote.




4.2 Retrieving an eQuote

There are two ways to retrieve an eQuote (Fig 4.3).
You can click on the Quotes link located just below
the top navigation, or you can view and retrieve
your eQuotes from the "My Tools" section available
on your homepage. This will provide you with a list
of all eQuotes available to you.

o The fastest way to find your quotes is to use
the dynamic filtering search box. You can
search by eQuote name, number, creator or
buyer in order to locate your quotes.

° From within the eQuote list, click on the
eQuote number. If you need to purchase
multiple quotes, you can easily select them
and click « Purchase Selected ».

° To make changes to the quantity, open the
eQuote by clicking the eQuote number,
adjust the quantity and click "Save new
eQuote" to save your changes. The updated
configuration will be saved as a new eQuote
referencing a new eQuote number. The origi-
nal eQuote will not be changed and remains
in your list until it expires or is deleted.

° When ready to purchase, just proceed to
checkout.

4.3 Requote an expired eQuote

If your eQuote has expired within the last 30 days,
you can still access it. Clicking “Requote” (Fig 4.5)
will move the eQuote to cart immediately and gen-
erate a new eQuote number. The new eQuote may
reflect changes based on item availability and cur-

rent pricing.

@ Shap Solutions & Services Support Account

H Help ¢ Order Status

#

v Recent Online Orders *

Welcome to your Global Portal Home Page

My Tools

Quotes
Purchase or manage your eQuotes
and Sales Quotes. Find Quote

Standard Configurations
Choose from your catalog of
products and solutions. Get

Started
Quotes # waten o
Choose the eQuotes you would like to purchase from the list below or search for \g the name, creator, buyer, eQ \ber or Sales Quots
number in the search field. eQuotes that You can g
Purchase Selected Search by sales quote or eQuote

Subtotal /
Total Price

) tquote 1004054614442 anand February 22,2018 NotPurchased  United States

a - $1610963.67
January 23,2018 [usD]

$1610963.87

LEERY View Details

58393 €
70071 €

0 cn 1004051649987 ilona .- February 18,2018 NotPurchased  France
January 19,2018 [EUR]

Quotes

& hakethis my home page

the tor b or inthe
You can return to this page to purchase additional eQuotes that

Subtotal /
Total Price

03 1018984884776

eQuotes are valid for 30 days, provided there are no changes to the

configuration or the price of the configuration.
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5 Shopping and

Ordering

Before you start your shopping, select the desired “ship to country” from the selector available at the top
of your Global Portal page. This “ship to country” selector, which is located at the top of your page,
specifies the currency available within the selected country and provides dynamic selection of localized

option defaults during system checkout.

5.1.1 Shopping and ordering a
Global Standard Configuration

Open the “Standard Configurations” page.

Use the real time filtering search box to quickly
find your standard configuration.

View the detailed configuration by using the
“Quick Specs” link. (Fig 5.1)

Click on Customise & Buy link next to the
product you wish to order (Fig 5.1)

Choose the options you are interested in.
Keyboard layout, system software language and
power cord are automatically pre-selected
based on the language and regional specifica-
tions of your shipping destination. Under ‘More
Actions’ (Fig 5.2) , you can review the summary
of your configurations, email it and/or print it or
save as pdf. When you are ready to purchase,
just Add to Cart.

5.1.2 Shopping and ordering
from your catalogs

Choose the product group you wish to order,
narrow your selection using the assisted
navigation and customize the selected configu-
ration. Choose the options you are interested in.
When you are ready to purchase, just Add to
Cart.
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Fig 5.1

Standard Configurations

Selected (2) v Search by product name, type, category and more.

Name Product Category Price

' Make this my home page

All Categories

v Global Standard XPS. XPS 13 Notebooks $1178.99

=
Quick Specs Customize & Buy | [EREREI
v 7480 - Custom Build (Win 10,ships  Latitude 7480 Notebooks $1,663.76
B oy
Quick Specs Customize & Buy | [REREY
PowerEdge M630 Complex PowerEdge M630 Servers. $6,920.00
Enterprise Online Pilot
Quick Specs Customize & Buy | [NEREIY

Global Standard XPS

¢ Ships in 2- 4 business days.

Price: $1,118.99

Review Summary

Components Services &Support Electronics & Acce

Email ‘
v Components
XPS13

Print or save as PDF

© xps13 Selected

Processor

1031GHz) Selected

Desktops, Workstations & All-in-one PCs

Products Solutions & Services

Refine your search

System Best Sellers ~ | Processor ~ || Form Factor ~ | | Memory -

Operating System v | Configurable v | | Hard Drive -

Storage Type LTDT ~ | Brand v | Graphics -

g kB 9

Shop All OptiPlex Precision Wyse Thin
Help me choose | For business-class Fixed Clients and
security and Workstations Software

reliability For professional 1 Cloud Client

creators Computing

Products

OptiPlex

For business-class security and

reliability

The world's most secure, manageable
a o

Keyboard layout, system software language and power cord are automatically pre-

selected based on the language and regional specifications of your shipping destination.

"




5.2 Add items to Cart

. Select Add to Cart (Fig 5.4)
. Change the quantity if needed

. Check that the Ship to Country
and currency are correct

. For placing your order, click on
the green "Checkout" button. This
will take you to the secure check-
out screen.(Fig 5.5)

5.3 Proceed to Checkout

o Verify Contact Information

o Complete the required billing and
shipping information. The Search
field allows for easy and intuitive
address search. Select an already
pre-populated billing address (If not
available contact your local Dell
Sales Representative). Choose a
shipping address from your
Address Book or add a new ship-
ping address if needed.

o Select your delivery method

o Select your payment method using
the drop down menu.

o Complete the Trade Compliance
questions (mandatory)

o Attach supporting documentation
(optional)

° Within the "Review" screen, check
the order information and make
any necessary changes by clicking
on the Change link.

o Click the green "Order and Confirm
Payment" button to send the order
to Dell.

Note: You will receive an automated Dell
acknowledgement.
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n code? Subtotal (1):$1,118.99

Checkout

Shipping and Payment Review

Shipping and Payment

Order Contact
First name Last name
John Someone

Company name (apiional)
ABC

Country Code Phone number Ext (optional)
ext: (22222)
+ Add ancther phone number

E-mail Address (click + below to add muftiple recipients)
John_someone@abc.com

Please note: Email recipients will receive an order acknowledgement, order confirmation and shipping notification which
includes detailed pricing information.

+ Add another email

(] Update my current user profile with the order contact information entered above

Billing Information

TESTRADHA 08 N, TEST FUNDER CUST 01 Change
Customer Number: 530000587495
ONE DELL WAY, ROUND ROCK TX 78682-1000, US

Phone number (739) 877-7667

Shipping Information

John Doe, Dell Change
123 maple ave, Round Rock TX 78682, US

Phone number (512) 723-0000
test@del.com

Delivery Method

(© 2nd business day delivery $50.00
@® no charge delivery $0.00
() custom factory solutions $41.00
() Next business day delivery $65.00
() Your Designated Carrier $0.00

Shipping Instructions

Payment method

P Learn more about Dell Financial Services

Select a payment method

Trade Compliance

Dell is  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 local country regulations,
including but not limited to, the US Export Administration Regulations. This may require that an export license be
obtained, or that certain declarations be provided to US or local government regarding the products being exported. Click
here for further information

How will these products be used?
Commercial/Office

Will you be exporting the products outside of United States?

(@ 1will not be exporting outside of the United States of America

() export outside of the United States of America

Attach supporting documentation (optional)
any additional required documentation can be added to your order (up to 3 files).

Before uploading files, please ensure the following

+ Files must be in the following format: pdf, doc, docx, xls, xlsx, jpg, tif, msg, jpeg, tiff, csv
« File size cannot exceed 3MB

Attach File(s)

Order Complete

Subtotal (1) $1,641.43
Estimated Shipping 50,00
Estimated Tax 513543
Total $1,776.86
Ship To: United States
Currency: US Dollar

Continue Securaly
/ Norton
f

Verisign

12



6 Address Book

-2

The Address Book gives you the ability to manage your global addresses without the need to engage
Dell.

6.1 Accessing your Address Book

. Go to Account located on top of your

@ Shop Solutions & Services Support Account
Global Portal Page.

'y

o Select the Manage Addresses link.

6.2 Creating a new Shipping Address

If there are no previously saved addresses or if
you need to ship to a different address than what
is displayed, you can add a new address.

. Select the checkbox to indicate the type of
address (shipping) - (Fig 6.2) - R

o Complete the required fields and save.

6.3 Managing your Addresses U

The Address Book (Fig 6.3) allows you to access
the list of saved addresses, the priority applied to

each address, if it's a shipping or billing address m
and the date when it was last modified.

e
Applying a priority gives you the ability to set a

single address as a default. This default address T—— T EEE— I
prepopulates during checkout. At any time you o -

can change the priority of an address which will oo o e
only take effect in your user profile. R e " B

Use the available dynamic search box to find an
address or easily sort the columns in ascending
or descending order.

Billing addresses are locked. Please contact your Dell Account

Team if you need to add/edit/delete a billing address.
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Dell Partner

/ Country
Ordering

If the country you have selected is not a Dell Direct country you will be prompted to select a Dell
Authorized Partner. If a specific Partner is not available please contact your Site Administrator or
contact Global Portal Support@dell.com for assistance.

7.1 Selecting a product and sending to
Dell Authorized Partner

. Select your “ship to country” from the coun-
try selector at the top of the page

Select a Dell Authorized Commercial Partner

Please note that product availability might vary depending on your shipping country. If you
continue, your page will refresh and you will be redirected to Home Page.

o Select the Dell Authorized Partner from the
dropdown box. (Fig 7.1)

Please note, Dell does not have direct presence in the selected country. The pricing
displayed is indicative. Final pricing, terms and conditions of sale and service will be
agreed upon by the customer and the commercial partner. Please select a Dell Authorized
Commercial Partner to continue a request for quote:

. Select and customize the configuration you
are interested in. Keyboard layout, software
language and power cord are automatically
pre-selected based on the language and
regional specifications of your shipping des-
tination. These automatic selections can be
changed in the configurator.

Select a Commercial Partner v

Cancel Save Shipping Changes

Cart Removeallitems | Show all specs:
. Select Add to Cart e oy vmier e
e Change the quantity (if needed) and click on ' vt B

Create Quote. (Fig 7.2) S PO

e  Complete the required information and click e o
. Do you have a coupon code? Indicative Price (1): $651.00

Send to Partner. (Fig 7.3) owcormens | IR g oo A

An email will be sent to the Dell Authorized

Partner to advise that a request has been submit-
ted. This request will remain visible until it expires.

Pricing provided for Dell Partner countries is Ship to Turkey

indicative only. The final pricing will be provided Currency US Dollar

by the partner in the form of a quote.

Save time. Manage your list of favorite Dell authorized partners
through the “Account” tab at the top of the page. (More info page 5)
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7.2 Request for Quote (RFQ)

You will receive an email providing your Request
Number. Additionally, your request will be available
in the Quotes page.

When the request is initially submitted the status
will display at Pending Partner Pricing. (Fig 7.4).

When the Partner has completed the Quote, the
Partner will upload the Quote to the page and
change the status to Price Updated. This will
prompt an email to you to advise you that the Part-
ner has completed the action.

Access the Quotes page (under My Tools) and
check that the status has changed to Price
Updated.

7.3 Request for Order (RFO)

Click the quote number to view further information.
If you are satisfied with the final quote attached by
the partner, upload your Purchase Order / agree-
ment confirmation for the Partner to action and Re-
quest Order. (Fig 7.5)

An email notification will be sent to the Partner to
finalize the order with Dell.

The status of the request will be automatically up-
dated when the Authorized Partner places the or-
der. You will be informed that the quote has now
been purchased. (Fig 7.6)

Fig 7.4

Quotes

Mo this my home page

search for an ¥ creator, buyer,
this page to

inthe

search feld.
ship to different counties.

Number reated r/ Expires

alTes.. July26,2018 Hungary
[EUR]

Status

1025675019: ima_
June 26,2018

Global Portal Tes.

1027143903 salma.t

ima_y July 26,2018
June 26,2018

Pending Partner.

Country / Currency

y

B subtotal /
Total Price.

RFQ_16_May.

Quote number. 1002708234344

Savings.

s Indicative Price (1)

Price Updated

Partner Quote B Currency and Number formatin Portal - Copy docx
y
Purchase Please attach purchase order
Order:
If you are satisfied
Cancel Quote Request Order
Status.
Items Quantity Unit Price. Item total

.2 baselne estimate. This number
hipping and offine negotiations.

vivek@dell com

sa2270
$123218

May 16,2018
June 30,2018

Price Updated

Vietnam
US Dollar

ship to different countries.

oh by sales quote or eQuote name, number, creator, buyer

Name Number Created Authorized Buyer Expires
Commercial
Partner
test: 1028258387083 salma_s Global Portal Tes. July 26, 2018
June 26, 2018
Hungary 1025546524402 michael_ #¢ laki July 22,2018
June 22, 2018

Bl dwtes ¢ Order Status @ Share Your ideas i Recent Online Orders &5 Custom Links
ft
Quotes

Choose the eQuotes you would like to purchase from the list below or search for an eQuote by entering the name, creator, buyer, eQuote number or Sales Quote number in the
search fisld. You can select and purchase up 1o four eQuotes that have the same ship-1o country and currency. You can return 10 this page 1o purchase additional eQuotes that

Status Country / Currency B subtotal /
Total Price
Pending Partner Egypt Indicative Price
[usp] $638.40

View Details
Hungary Indicative Price
[EUR] 52255 €

& Make this my home page

View Details

Dell Global Portal | User Guide
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8 Reporting

Reports are made available for a select list of users.

required.

8.1 Global Order Status

Global Order Status enables you to monitor the
most recent direct country orders placed globally,
as well as display all orders placed on Global
Portal, local Premier pages, telephone or via
email through a Dell Sales Representative.

Searching and finding your orders

You can access Order Status by clicking on the
Order Status link (My Tools) in the tool bar un-
derneath the Global portal navigation or under the
« My Tools » section. (Fig 8.1)

You should have access to all of your global
orders within the last two (2) years that have a
status of In Production, Pre Production, Shipped,
Delivered or Cancelled. (Fig 8.2)

The Recent Order application allows you to filter
and search by:

Country
Customer Number
Status of the Order

Timeframe (Last 45 days, last 90 days, 6
months, last 1 year and last 2 years)
e  Order number/PO number

Per country details include Dell Purchase ID, De-
scription, Estimated delivery, Order date, Dell Or-
der number, PO number, Status and other ac-
tions.

Note: These columns can be customized by using
the "Options" button on the page. Only seven (7)
columns can be enabled at one time, you must
deselect a column before enabling another col-
umn.

Dell Global Portal | User Guide

Please contact your Site Administrator if access is

Fig 8.1

a
Al Search

@ Shop Solutions & Services Support  Account

Bl Quotes ¢ Order Status ¢ Recent Online Orders

@ Share Your ldeas

€5 Custom Links

H rep
#

Welcome to your Global Portal Home Page

My Tools

Order Status

Get tracking information and
review previous orders. Check
order status

Quotes
Purchase or manage your eQuotes
and Sales Quotes. Find Quote

Standard Configurations
Choose from your catalog of
products and solutions. Get
Started

16

Fig 8.2

Refine results

County Customer Number

United States | | AllCustomer Numbers +

SelectanAction v | Submit Viewing1-100f 1446 | 10items perpage v | § Options

® orderumber ©) PO Number
v Lastasdays . Q

Order Date Estimated Delivery  Description PO Number Actions

47192018 51112018 Dell Latitude 7490 F2pC1 Select

4/19/2018 47302018 OptiPlex 5050 MTXCTO F2pC1

41192018 5/17/2018 Del Latitude 7390 F2PCI154 Select

41192018 4/25/2018 Customer Kit,Dell Dock Type C - 180W. JNAV. Select

41192018 DellLatitude 7480 BTX

Fig 8.3
10 items per page v

Select columns to
display (up to seven)

47252018 A select

PO Numl
¥ Order Date
0017043
+ Order Number
0016894 ¢ Status

[##] Estimated Delivery

PC1755( [#| Description

PC1755( Dell Purchase ID

PC17550 [« PO Number

| |« Actions
PC1755(




Fig 8.4

Order Details

Your complete order has been shipped. x

Viewing order details and real time order tracking

Conimed Shooed oevered

e Click on any order number link to view the
details of the order (Fig 8.4) including but not | 2 summer Actons

item: Dell Latitude 7280

& Contact Custorer Support

Status: Shipped

limited to order details, package tracking | i om s s o ey e
information and actions (print, view packing | meee

tem Tracking Number Status Shipped on Carrier

slip, report an incorrect item...). o e - - N
e When your order has shipped, click on the e .
tracking number to take you to the courier’s ' s
webpage so you can keep on tracking your L o
order. g =

tem Tax 36

Export, Subscribe or Unsubscribe

Using the "Select an Action" dropdown menu, you
can

e Export all- if you select this action you can

download your orders into an Excel docu-
ment. Country Customer Number

e Subscribe to selected- you can select one or United States v All Customer Numbers ¥
more orders that have not been cancelled,
shipped or delivered and subscribe to these
orders. Results can be edited and an e-mail
address can be registered to receive any
order shipped or order delay e-mail notifica- S e
tion for any order listed.

Refine results

Select an Action v Submit

e Unsubscribe- you can unsubscribe from any Export all Order Number Status

order that you hgve previously subscribed to. Subscribe to selected 391775 Confirmed
8.2 Purchase History and Warranty ,

Unsubscribe
3217688 Confirmed

Reports
Purchase History offers trending data for a rolling () mr samtzen s [imon
15 month period to provide insight into what has

been purchased and spend by location globally. My Account
Service Contract (Warranty) Report provides a o

Page : Test Global Portal

forward look for asset planning and a historic look L N e
to |dent|fy expired Warranty assets_ 7 Page Settings @ Orders & Invoices &4 Your Account

Dell Contacts Edit Personal Information

Commercial Partner Information Change Password

. Go to your Account page and select View
and Share Reports.

. | S [ | Find | Next
o Choose the required report s ey D

15 Months Rolling Purchases Summary View
Total: $36,849,265

. Complete the required fields (Account, |eodes Purchases

Product, Region, Country and currency)

. Click View Report (top right) to access the
report in graphical format (Fig 8.6)

Regional Purchases

Units Sold

W Americas

. Select Summary View to access the report
in detail and filter or export to Excel.

The reports display all orders placed via Global Portal, local Premier

pages, or via telephone or email through a Dell Sales Representative.
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8.3 Invoice Availability

Searching for an Invoice in Americas or APJ

. Click on Account at the top of the page, then
View and Share Reports, and Premier In-
voicing report.

. Search for your invoices using various filters,
then click Search. Download into Excel op-
tion is also available. (Fig 8.7)

Searching for an invoice in EMEA*

. Click on Account at the top of the page,
select View and Share Reports, then My
Financials Invoice reporting. Complete the
required information to get an overview of
your invoices both outstanding and paid.

*Europe, Middle East, Africa

Dell Global Portal | User Guide 18

Invoices wa Leam More

Your invoice will be available 48 hours after all items associated with your purchase order have shipped.

Refine results

SSSSS

V] Typenere. Ql

From Date ToDate
M/dfyyyy B wdyyy =2

Export all

10229744 3132018 3446133 720418 1630

10229770 3132018 3446416 720018 1630

Invoice Number Invoice Date Order Number Customer Number PO Number

Paid

Paid

Viewing 1-7 of 7

invoice Due

$0.00

$0.00

$177.98

$1375.00




Access

Management

Upon going live with your Global Portal, Dell will ask you to designate at least one User Administrator
per access group to manage user access to your Global Portal page and handle user needs for your
company.

Managing Roles and Access Groups

Through Dell Global Portal, you can allocate
access groups and roles. This enables you to
manage what a user can see and do in Global Rif::H!

Portal depending on their roles and responsibili- SRS R
. . @ Shop  Solutions & Services  Support  Account
ties. Users may be members of multiple access e — .
groups with different or same roles. oo
My Account
Only a designated User Administrator can assign | o
users to roles Wlthln the groups :Zs:sx;up-mmmmor | Change Account
7 Page Settings Q@ Orders & Invoices & Your Account
Select Notification Preferences
9.1 Managing Users

To manage the users of your Global Portal page,
invite new users, manage roles, and search for
users:

< Back

. Go to Account located on top of your page

] Edit User details
(Fig 9.1)

First Name

Last Name

. If you have an Administrator user role, you
will see the “Manage Users” section.

Emall

From this screen you have the ability to add a
new user, copy existing users, upload users,
download your own user list and remove users.

|| Nominated Buyer

(] Order Notifications

. At any time, you can narrow your search by
applying filters.

Access Groups:
[] B2B_RO_

Role v

. For a new user to access the Premier Page,
enter the new user's email and click “Add
User®

Last Access 11/22/2017 5:51:59

[ | B2B_RO_SHIPPING

o Select an access group and a role applica-
ble to this new user (Fig 9.2)

Select the Access Group and the Role to
decide what this user can see and do within

the Global Portal page.

o Click “Save and Send Email to User”
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9.2 Selecting Roles and Access Groups

For most organizations, users will have general access and reporting/management access groups. In
most cases, Dell turns off reports in the “General Access” category and makes these reports available
only to the members of the “Management” access group. It is, however, the customer’s choice as to what
is made available to each access group.

You can assign different roles and decide what your colleagues will do in Global Portal. User roles fall
into the following three main categories: Shoppers, Buyers, and Administrator.

o Shoppers cannot place orders but are allowed to shop, save eQuotes and view their own eQuotes.

o Site eQuote Shoppers have the same abilities as shoppers, but can view all users’ eQuotes saved
on the page.

o Shopper-no-price users have the same abilities as shoppers, but do not have access to view
pricing.

o Buyers can place orders, save eQuotes, and view and purchase their own eQuotes.

o eQuote buyers can do everything buyers can do plus view and purchase eQuotes from other users
who belong to the same access group.

o Site eQuote buyers can do everything buyers can do, plus view and purchase eQuotes from all us-
ers from all access groups saved on the page.

. User Administrators can place orders like eQuote buyers, but they can also invite, revoke or edit
users within their same access group.

Only a designated Administrator can assign roles to users within the

Access Groups.
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Dell Account Team

Email your Dell representative directly from your
Global Portal page.

. Go to Account, select Dell Contacts “N”W:CEW

. Role: SiteAdmin
(Fig 10.1) Halte
- Access group: Administrator Bl | Change Account

7 Page Settings @ Orders & Invoices & Your Account

This section provides contact information for your
global Dell team. “General Contacts” are your
main points of contact and include the Headquar-
tered Dell Account Team, GCP Program Manager
and Premier Account Manager. Utilize the drop e
down filter to find your local Dell Representatives. =i

Contacts

Your dedicated Dell experts are here to help

Whenever you want to inquire about products, check prices or an order, your Del exper

All Countries

Name Position Country Email Phone Fax
Giri Vela Product Manager General Contact giri_ @dell.com

Michael Program Manager  General Contact michael_y @dell.com (1) 5127288402

SATYA UAT Test Lead General Contact SATYAS @Dell.com

. Need help?

1
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Useful

Resources

Global Portal Video Library

Video training is available for all users. Visit our Dell Global Portal Video library, watch our short videos
and learn more about our global platform in a pragmatic way.

@ Products Solutions & Services Support My Account -\E

B Financing > Live Chat or Call E_] Available Contracts @8 Coupons i Dell Advantage Rewards Price Match

#+ > Premier Global Portal Help Center > Video Library

Dell Global Portal Demonstration Videos

Premier Global Click a video to learn about a Dell™ Global Portal feature.

Portal Help Center Contact a Dell expert

Get help with yo
solutions and services needs.

a0 ==

Contact Now »

> Profile Management

> Site Navigation

oo - B dl

> Shopping

T Global Portal | Landing Page Global Portal | Overview
Duration : 02:50 Duration : 03:46

> Cart and Checkout

> Ordering via Partners
(indirect countries)

> Reporting
> Video Library

Need help?

Email: global portal support@dell.com
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