
PunchOut Quote to Order

Instructions for accessing a Non-catalog / Sales-created quote 
from Dell PunchOut

Dell Premier
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Dell PunchOut 
Quote to 
Order

Dell Quotes provided by 
Dell Sales

• Screenshots are for demo purposes and may differ slightly.
• Pricing shown are for demo purpose only.
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A single email including all the 
quote information: 

1) Quote Number

2) Pricing Summary

3) Product Configurations

4) Terms of Sale

2
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Step-by-Step Process 

1. PunchOut to Dell catalog (For Global Portal stores, select the desired “Ship-to” country)

2. Click on the Quotes link

3. Enter the Quote Number provided by your Dell Sales Rep. The dynamic 
search box retrieves your sales quote immediately.

If required enter the 
Customer Number 
available on the quote.

4. Click View Details to access the sales created quote, 
download quote documentation and create Order Requisition. • Screenshots are for demo purposes and may differ slightly.

• Pricing shown are for demo purpose only.
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Dell PunchOut 
Quote to 
Order

Step-by-Step Process 

• Screenshots are for demo purposes and may differ slightly.
• Pricing shown are for demo purpose only.

Download copy of your quote (optional)

Please note that you can also generate the CSV version of the 
document by clicking the “Download” icon next to the quote name.

• Click on “Download Quote 
Documentation” and expand the 
“Quote Details” section

• Choose your preferred format 
(PDF, HTML, XLXS, or XML) to 
download the documentation

• The selected file will be 
downloaded to your system. 
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Dell PunchOut 
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5. Click Create Order Requisition

Step-by-Step Process 
6. Complete the required information and verify the requisition details.

7. Click Submit Order Requisition• Screenshots are for demo purposes and may differ slightly.
• Pricing shown are for demo purpose only.
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1 2 PunchOut to Premier / Global 
Portal and, on the quote page, 
search for the quote no. 
(If required enter the Customer Number)

3 Review your quote details, 
product configuration, and submit an 
order requisition

Your Dell account teams will continue to guide and collaborate with you on quotes. But instead of sending a PO to your Dell sales rep, you will securely order with your preferred 
payment method using your Dell PunchOut Catalog. This new process offers you greater order status visibility and faster processing times.

Screenshots are for demo purposes only and may differ slightly from the actual tool.

Use the Quote no. from 
the email

PUNCHOUT EXPERIENCE AT A GLANCE
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Need Help?

Dell Premier Support

If you have any technical support questions, 
please contact the Dell Support Team

Premier Helpdesk Mailbox
PremierHelpdesk@dell.com

mailto:PremierHelpdesk@dell.com
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