Implementations - How To Order
Hardware and Software

01/02/2024 6:12 pm EST

*Updated as of 3/18/22 - all hardware purchases $1K or more must go through our Procurement process by filling out
this form: Procurement Request Form (office.com)

Below steps to be updated at a later date.

This guide steps through the process of ordering project supplies and licensing for customers. In general, we order
hardware through Dell, software through Tech Data and Digis/miscellaneous supplies from NewEgg.
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Step 1: Check Customer has Paid in Full

In this step, the project owner checks that the customer has paid all invoices in full. Full payment must be received
before any supplies are ordered.

Sign-in to XLedger using paired device password.

>{|xledger

Click ‘Customers’ to reveal advanced customer search


https://forms.office.com/Pages/ResponsePage.aspx?id=umI_D9Su00SL0GsxBlVPDZotgaMDS6ZDpzk4yw716KFURUtaVlM2WFFVSVpUUzQ3TTUzNUxCQk9VTi4u&wdLOR=c7DCBA356-2AEF-B84A-9B70-BFD43F0256E6
https://boldwiki.boldgroup.com/books/implementations/page/how-to-order-hardware-and-software#_Toc17371586
https://boldwiki.boldgroup.com/books/implementations/page/how-to-order-hardware-and-software#_Toc17371587
https://boldwiki.boldgroup.com/books/implementations/page/how-to-order-hardware-and-software#_Toc17371588
https://boldwiki.boldgroup.com/books/implementations/page/how-to-order-hardware-and-software#_Toc17371589
https://boldwiki.boldgroup.com/books/implementations/page/how-to-order-hardware-and-software#_Toc17371590
https://boldwiki.boldgroup.com/books/implementations/page/how-to-order-hardware-and-software#_Toc17371591
https://www.xledger.net/Default.aspx
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Within the Customer’s subledger, scroll to the bottom of the page and click the ‘Transactions’ link.
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Verify that the invoice has been approved and paid.
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*If you do not have access to XLedger contact the Accounting Department

Step 2: Project Manager Checks eQuote in CRM

At the account level, navigate to customer documents. Within documents verify that applicable eQuotes are available
and complete.
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Within each quote, verify the following information:

e eQuote number

e Quote Date and Quote Expiration Date
e Quote total cost

e Sales Rep Information

e Quoted items



A quote for your consideration! Total: $6,293.84
Based on your business needs, we put the following quote together to help with

your purchase decision. Please review your quote details below, then contact

your sales rep when you're ready to place your order.

Quote number: Quote date: Quote expiration: Solution 1D: Deal ID:
3000033310542.1 Feb. 7, 2019 Mar. 9, 2019 10634751 15260561
Company name: Customer number: Phone:
BOLD TECHHOLOGIES 44889152 (T19) 358-4722
Sales rep information: Billing Information:
Matt Miller BOLD TECHHOLOGIES
Matt_Miller 1@Dell.com 421 WINDCHIME PL
(BOO) 456-3355 COLORADO SPRINGS
Ext: 5132184 €O BO919-1984
us

(719) 358-4722

SKU Description Qty Unit Price Subtotal
PowerEdge R540 - [AMER_R540_12425] 1 $5,881.00 $5,881.00

Estimated delivery date: Feb. 21, 2019

210-ALZH PoworEdge RS540 Server 1 - 3
3B4-BBTH PowerEdge R540 Motherboard 1
461-AADT Mo Trusted Platform Module 1
I21-BCWW 1.5 Chassis with up to 8 Hot Plug Hard Drives 1 ¥ 3
405-AADM Internal PERC 1
340-BSID Powertdge RS540 Shipping 1
481-B8DQ PowerEdge R540 Shipping Material 1
338-BLLX Intel Xgon Gold 5122 3.6G, 4C/8T, 10.4GT/s , 16.5M 1 # 5
Cache, Turbo, HT (105W) DDR4-2666
I74-BBBX Ho Additional Processor 1
330-BBIS 1x16 FH, 3xLP, 1CPU 1
555-BENG Thank You for Choosing Dell 1 - -
370-ADNU 2666MT /5 RDIMMS 1 2 T
370-AAIP Performance Optimized 1
780-BCON RAID 1 1

Step 3: Email Sales Rep

Send email confirmation of the order to the Sales Rep listed on the quote. The email should include the following
information:

1. Correct shipping address

2. *Purchase Order #



3. An attached copy of the quote

4. Arequest for tracking information

*Purchase Order # is a combination of the customer account # and the last 4 digits of the sales proposal, separated by a
dash (example: PO# 004 - M387)

Good morning Matt,

| would like to order the (3) attached quotes.
Bold Group PO #004-T8L1 for these quotes.

Shipping address:

ATW (American Two Way)
Attn: Verny Grajeda

7345 Varna Ave

Morth Hollywood, CA 91605

Please provide me with tracking information when available.

Best Regards,
Bryant

Step 4: Download Microsoft Volume Licenses

In this step an approved Implementation Technician will download all necessary Microsoft software volume licensing
from the Microsoft Volume Licensing Service Center.

Start by signing into the MS Volume Licensing Service Center using your work email account.

Microsoft Volume Licensing Service Center

Welcome to the Volume Licensing Service Center

Products, Benefits and Subscriptions

Sign in 10 access the Valume

The Welume Licensing Service Center (VLSC) gives you easy access fo:

> Downlead products and keys
Licensing Senvice Center

> Acgess all your heensing information m one location

¥ Vb your reldbondhip suminany and hoende summany detdd Sign In
—

- el
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» Actvate and consume Software Assurance benefits

Select ‘Downloads and Keys’, then download all necessary software components.


https://www.microsoft.com/Licensing/servicecenter/default.aspx
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|
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Servers (B4) SO Server 2012 Standand Editon Senace Pack 3 = Per Core Descrption Demmilzad Key
S0 Server 2012 Standand Editeon Sennce Pack 3 - Senver/CAL Description Domniload Ky
FOL Server 2012 Standand Editson Senice Pack 4 - Per Core Description Dommmiload Ky
SOL Server 2012 Standard Editson Sennce Pack 4 - Senver/CAL Downlaad Key
S0 Server 20012 Standard Edition SP1 - Per Core Dowamiload Key
S0L Server 2002 Standard Edition 8P ~ Server/CAL Dovariload Key
0L Server 2012 Standard Edition with 5P1 = Per Core Divarizad Key
L0 Server 2002 Standard Edition with 5P1 = ServeriCAL Droverlzag Key
SOL Sevver 2012 Standard Editon with SP2 = Per Core Dreremilzag Ky
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Step 5: Order DIGIs

Step 1: Receive Log in for CDW please see Direct of Implementations for this login

Step 2: Search for the product in the search bar, verify it matches the sales order and the total is LESS than what is listed
on the quote

Step 3:Add to Cart and Proceede to check out
Step 4: Fill out the Shipping information with the customers information. (See screen shot below with example)

Be sure to verify the customers address



b CEomE  CHECKOUT: SHIPPING INFORMATION

GETIT

15HIPPING ADDRESS

(@) New Shipping Address
All fiedds are requined unless ndicated a5 opticnal
First Name Last Name

Jase ] Flores

Company Name (optional

Ysleta 5D

Address/Line1

@500 Sarmeg O

City State Zip Cohe

Bl

ElPaso TH-Toxas ~ Ta925 Add Zip Bt

Phone

(915) 434-0194 Add Eax

Store for future orders

Step 5: Fill out Recipient Contact Information
Attention/Name = Customer Name
Email Address = email address of BoldGroup employee

Do not put the customer's email address in this field as it will send them the order total.

Recipient Contact Information
AttentionName (optonal) Ermanl Address (optional)

Micheda Schuliz michela schultz@boldgroup.com

Step 6: Select Shipping Method

Select 2-5 business days option



Sa

2 SHIPPING METHOD
(u]}
lterms shipped by COW Parmer:
@ This order contams one or more item s that will shap from a COW partner. Estimated .

delreeny date may vany.
View Affected ltems

hemz shipped by COW:

Choose Your Delivery Option
I:i) 2-5 buaness days. S1361
Bill to Your Company’s Shipping Account

Mew Shipping Account

if your order contamns configurations or senvices, please note that there will be adelay as the products will need to be serviced by our engneers and go

through Quality Control Verification. If you have questions, please contact your accourt manager or call at BO0LB0E 4239

Step 7: Payment Terms

PO Number will always be 1324649 add to the PO number and click review your order

Billing Address

Artr Acers Paynble (= 13245491

Bold Group.
3 alrne 5

Payment Method
(®) Net Terms I
f you ane not approved for Verbal PO, a purchase ander is requined for your onder to be proo
[P0 Number/Description Cost Cermer Code (o
13246491

il AT D ead by Your BODOUT Manager

New Credit/Debit Card
Request a Lease

Provide payrment information over the phone

Review Your Onder

Step 8: Reveiw the order and ensure that all the information matches and looks correct and the shipping address is

correct

Step 9: You will receive the following email after the order has been placed



&) THANK YOUFOR YOUR ORDER =t &ru

Order Number: 1C4Y0IR
Order by: Jos s
Date: 5/20/20219:23:56 AM
Confirmation Email Sent to
Billed from: COW Government Inc_, 230 N

A, St EFOAD.COM

waukee Ave, Vernon Hills, L - 60061 (800) 594-4239

SHIPPING ADDRESS
Yaleta IS0
Marve Aremion Jose Flores

SHIPPING METHOD
I.‘nr?u*.-'mtnaund :
BILLING & PAYMENT
il Adchess Pyt Misthod
i 13248451] NET 30-RESELLERS

PO Number ADescription 11246451

Next Process Link

Links for the next Implementation Process per Project type can be found below:

For Manitou Standard implementation follow the link


http://securityandalarminternalkb.knowledgeowl.com/help/implementations-how-to-create-a-project-plan

