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Search within the Dell Punch-out by entering keywords into the search field, e.g. mouse: 
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Select an item by clicking   or select the  button for additional product information. 
 

 
 
Upon clicking the “add to cart” button the item will be added and you’ll be re-directed to your Dell shopping cart. 
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Within the shopping cart you’ll have several options for proceeding forward: 
 

 
 
 

If you’re ready to check-out select the    button and you’ll be directed to a page where 
you’ll need to enter your shipping preference and agree not to export the Dell item out of the U.S. 
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Select your shipping option (Shipping charges apply to next day and 2 day delivery).  Confirm that you will not export 
the item out of the U.S. and select “Continue.” 
 
 
 
 
 
 
 
 
 
 
 



      

 Dell Punch-out User Guide 
 

Punch-out User Guide 

 

Final Step: Review your order and, if everything is correct, select the  to be returned to 
the CU Marketplace. 
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Other Ordering options and Non-Standard Quotes: 
 
The homepage of the Dell catalog has a listing of “Standard Configurations” as determined by the each campus’s IT 

department.  These can be added to your cart “as is” by selecting the   button or, to adjust the standard 

configuration, select the  button. 
 

  
If you need more information regarding your campus’s recommended configurations, select the “read more” link for 
campus specific listings or select the “Contact Your Account Team” link to speak to a Dell representative directly. 
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You can also select the  button at the top of the page to view a list of pre-defined products. 
 

 
 
 
By Selecting one of the categories you’ll be re-directed to a page of sub-categories and products.  From here you’ll 
select and add the product just as you would have using the search bar at the top of the Dell page. 
 
 
 
 

The Quote button at the top of the page  is where you’ll retrieve any “Saved” shopping carts: 
 

 
 
 

You will not find any Quotes given out by Dell Sales Representatives using this link.  To retrieve Dell Sales 
quotes follow the information below. 
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Non-Standard Quotes: 
 
If you’re Dell sales representative has provided you with a quote for goods or services that quote can be purchased 
using the Dell Punch-out catalog.  To retrieve your quote, navigate to the Dell homepage, Click on the “Premier” link 
at the top of the page and then click on “View All Premier.” 
 

 
 
 
 
One the next page that populates select the link in the middle of the page called “Non-Standard Quotes.”  From here 
you’ll see a complete listing of all quotes available to the University. 
 

 
 
To purchase the quote simply click on the “Add to Cart” button.  You can alter your existing quote by selecting the 
“customize” button however, the quote must then go back to Dell for approval.  Also, please take note of the 
expiration date and ensure you have enough time to get your order approved. 
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Success! Now your Dell cart is back in CU Marketplace and you can submit your cart or assign it accordingly! 
 
Don’t forget to “name your cart” for tracking and reference pusrposes!  
 
  

To modify item quantities or add additional products to this order click the  link.  You will be 
transmitted back to the Punch-out where you can add or delete items and then go through the same check-out 
process outlined in this user-guide. 
 
 
 
 


