Campus Delivery Process: Step-by-Step Guide

1. Login to OneFinance:

OneFinance

LSES NEW FINANCIAL SYSTEM

Access OneFinance: login here Accessing Legacy Data How to report OneFinance Support: where to go for
on pre-August 2019 (APTOS) data help

&

Navigating OneFinance: Navigation, Travel & Expenses: expense Invoice Authorisation & Payment: for
Permissions, Workflows, Task reimbursement for staff & external orders with no Purchase Order
Notifications and Budget Codes parties

e Loginto OneFinance and in the Home page click “My” in the navigation bar

Home @ My o All Roles

e Click on My Requisitions

My ¥
e My Requisitions (1)

Most Recent Templates

e C(Click on "Add", hover over “Browse a supplier website” and select "Dell - LSE Campus
Delivery" to proceed to the Dell premiere website.

|

Create a blank requisition

,0 Browse the internal catalogue

@ Browsea supplier website k
@ Dell - LSE Campus Delivery

a Lyreco
D xva


https://lse.t1cloud.com/T1Default/CiAnywhere/Web/LSE/Workplace

2. Dell Premier website:
e You are presented with the Dell = LSE Campus Delivery catalogue where you can
select devices for purchase:

D&ALTechnologies Saarch Dell Premier Q B The London Scho.. ~ ' Basket

Quates Order Status
Standard Configurations

Standard Configurations

The London School of Economics

SonBy: | Default ~ | 34 | Search your Standards by name, pe

== - Name: Product: Price:

[] LSE Laptop LSE 13" Laptop Latitude 5340 E£678.54 Add 10 Basket
Regular Traveller - FWOW User
Category:
|| LSE Laptops Expedited Config & LSE Laplop Customize & Buy
Delivery Ships between 15/03/2024 and 16/03/2024
View Delivery Dates
LSE Deskiop

LSE 24" Monitor FWOW Bundle

LSE 27" Monitor FWOW Bundle Name:

3 Product: Price:
- LSE 15" Laptop Latitude 5540 £658.78 Add 1o Basket
LSE Monitors

Infraquent Traveller - Home User

I
[
L
[
Category:
Ships between 15/03/2024 and 16/03/2024
I
[
[
[ d sl

LSE+ Laptop g View Delivery Dates
LSE+ 2in 1 Tablel/Laptop

] LSE+ Mobile Workstation

Name: Product: Price:
LSE+ A0 (All in One) Desktop LSE 13" i5 Laptop (fixed configuration) Latitude 5340 £742.64 Add to Basket
ﬂ Extra cost for fast delivery, see LSE Laptops for best
value. Category: ——

3. Choose Device:

e Either select the appropriate category from the list on the left of the webpage or
choose a device from the webpage. You can either add a device straight to your
basket or click customise & buy which will allow you to configure the device before
you add it to your basket.



4. Device Selection

Choose the specific device needed.
Configure if necessary.
Click “Add to basket”.

LSE 13" Laptop

threads, up to 4.6 GHz Turbo)

£678.54

CFl Project Murmber: COTJ07

Add to Bashket

o) 13th Gen Intel® Core™ i5-1335U {12 MB cache, 10 cores, 12

& Windows 11 Pro, English, Dutch, French, German, italian
=1 16 GB: LPDDRSX, 4800 MT/= (onboard), duakchannel
[E 512 GB, M.2 2230, PCle NVMe, 550, Class 35

£} Latitude 5340 Laptop Bottom Door (Big Door)

Electronics & Acceszories Add Software

Services & Support

LSE 13° Laptop

Components Expand All| Collapse All

Base
Dell Latitude 5340 XCTO Base

Precesser Help Ma Choose Collapss
13th Gen Intel® Core™ i7-1365U vFrod (12 MB ceche, 10 cores, 12 threads, up +E79.0%
to 5.2 GHz Turba)
13th Gen Int=l® Core™ i5-13350 (12 MB cache. 10 cores_ 12 Selected
threads, wp to 4.6 GHz Turba)
Operating System [More Info
‘Windows 11 Pra, English, Dutch, French, Garman, Italian
Base Options
Compete Bid Use Only, 15-1335U Trans,, 16GB LFDDRS Mermnary, Intel Integrated Graphics, TET4
De=dl Application Software
Dell Additional Softwere
Memary "ore Info
16 GB: LFDDRSX, 4800 MT/s (onboard), dual-channel
Smomge Help Me Choose Collapse
512 GB. M_2 7730, PCle NViMe, 550, Class 35 Selected
1 T8, M.2 2230, PCle NVMe, 550, Class 35 +E£38.00

Wireless More Info
Inted® Wi-Fi 6E AX211, 2x2, BOZ.11ax, Bluetooth® wireless card

Features and Design

Dell Price E6TR 54
CFl Project Murmber: COTH0
Selections may result in
additional updates fo the
oversll configuration, which
may impact the price for
Support and Senvices snd
the total overall price snd
savings for this product.

Ships between 15/03/2024
and 16/03/2024

View Delivery Dates

Add to Baskat

Review

Order Code rorel 0390040
6952044




5. Checkout Process:

6.

e  When ready to checkout click “Create Order Requisition”

Explore your new cart page!
Take a Guided Tour

BaSket (1 item) Remove All tems

Items Quantity Price
LSE 13" Laptop i + £510338
(D) - £1,424.85
Tech Specs
£678.54
Customize

Arrives March 18 - March 27

Trade Compliance

(] View all eQuotes

Items (1) £2,103.39
Premier Discount - £1,424 85
Subtotal £678.54
Delivery FREE
VAT () £135.71
Total £814.25

Get it by Wednesday, March 27

Create Order Requisition

Create eQuote

Continue Shopping v |

Flexible Payment Solutions

R Plaman b b siant sm meakass L

e On the left-hand side - select "Office" and select the radio button confirm that you don’t
want to explore outside of the UK. (All orders must be delivered to a UK address)

D&ALTechnologies

Create Order Reqguisition

Trade Compliance

Dellis a US corporation, and is therefore subject to all US Export Laws and Regulations. The export of any Dell products or Summa
software must be made in accordance with all applicable laws of the United States and local country reguiations, ry
including but not limited to, the US Export Administration. Click here for further information

How wilthese products be used? * Customize
lﬂmne aJ Specs

‘Where will these products be used? -
Quantty
10 1 do nat want to export outside United Kingdom

| want 1o export oitside United Kingdom

Dalivery
Total

VeryDifficutt 1)

Continue Shopping

LSE 13" Laptop

e D -£142485
£678.54

-£1,424.85
£0.00

£678.54

How easy was it 1o create this order requisition?

2 (a) (4) (5) (&) (7)) veyeasy

‘Submit Order Requisition



7. Submit Order Requisition:
e Click “Submit Order Requisition” This will then return you to OneFinance to complete

the requestion and submit it for budget approval.

D&ALTechnologies
Create Order Requisition i
Trade Compliance Change
These products will be used at Office
1 do net want 1o export outside United Kingdom Summa ry
LSE 13" Laptop
Customize
Spees
£2303.39
quaty @ 1+ D-£142485
£678.54
Savings -£1,424.85
Dellvery £000
Total £678.54

How easy was it to create this order requisition?

Very Difficutt (1 2y (3 (4 59 (8) (7)) veyessy

‘Submit Order Regquisition

8. Return to OneFinance:
e After submission, return to OneFinance to continue the process.

e Click on the “Edit” button

€ cia » Requisition

Submit for Approval
LSE Purchasing

Requisition (RQO0028535) & =<
1 item, Total (Exclusive) GBP 678.54 hanged by james inine at 13-Mar-2024 11:02:55 Vi

™ Requested tems { Requested Items =

Viem
1 item s not fully costed

¥ P irecord. 8 e
UKAPPROVED

2 costing summary Base;Dell Latitude 5340 XCTO Base
1 disecton DELL CORPORATION LD | 210.8G8F
[ —
U Amount ncusi)
.0C 81425 Reteeace.
i, IF 1 DISSECTION ot
QUIRED 20-MAR-2024 8, TBC negares
e
[Fusciase] BB P
———
N
— e r—
) Authorisation History - - 7
2hems
P
o - i

%y Attachments
0 Attachments

ot 1428




9. Add End User Details:
e Inthe comment field, provide the following details of the recipient:
o Full Name
o LSE Email address
o Room Number (Installation Point)

~ Item : Base;Dell Latitude 5340 XCTO Base (210-BGBF)
Line Source
Web Catalogue

Description
Base;Dell Latitude 5340 XCTO Base

Long Description
Base;Dell Latitude 5340 XCTO Base

Supplier Product
210-BGBF

Comment

Joe Bloggs
j-bloggs@lse.ac.uk
CLM 550

10. Specify Delivery Details
e Select the Delivery Point to "110 — DTS Administration" for campus delivery. Orders with
other delivery points will be rejected.

Delivery Point Type * Delivery Point *
UUKGEN (LSE Delivery Pol... - TBC -
1 Accounting Admin
Destination Inventory Lacation
106 Post Raam-Accounting
~ Categorisation 107 Post Raam-Accounting Admin
Commadity Cade 108 Post Room-CARR
43211503 (Notebook computers)
109 Post Room-Anthropology
~ IT Procurement 110 DTS Administration

IT Service Desk Number

. fE) Advanced search

Unit Amount (Exclusive) (GBP) Line Amount (Exclusive) (GBP)

678.54 678.54

Delivery Point Type * Delivery Point *

UUKGEN (LSE Delivery Poi... v 110 (DTS Administration) v

Destination Inventary Location

11. Procurement Policy
e Select the Procurement Procedure followed to “CAT (Catalogue Order)”
e Inthe Contract / Framework Reference No. type in “T23-056"

~ Procurement Policy

Procurement Procedure followed
CAT (Catalogue Order) v

Contract / Framework Reference Mo.
T23-056

Additional Comments for Procurement

Contact Details



12. Complete Cost Account Selection
e Click on Account and select “Advanced search” and in the pop-up window input your
budget code into the cost centre box and click OK.

Contact Detalls
Account Account Name
Contact Detads 0 rased on behat
10.0.1000.1267.33004 LS. Operating - Core. Service Line Mana

10.0.1000.1267.33009 LSE Operating - Core. Service Line Mana
External Reference

10.0.1000.1267.33017 LSE Operating - Core. Service Line Mana
Spear Reference 0GC 5taft Oriy)

10.0.1000.1267.34002 LSE. Operating - Core. Service Line Mana

Plancn Reference (Estates S0 1 5 1000126834001 LSE. Operating - Core. Research. T Hardy

10.0.1000.1268.34101 LSE. Operating - Core. Research. (T Apple
Cost Account

10.0.1000.1268.34103  LSE. Operating - Core. Research.IT Cloue
Charge Type
UUKDEFAULT (Defaul item

@) Advanced search

Ladger *

T p—

P1 (Partially Recoverable

To Al Uines

Account 8 X
Companents  Accounts

Enry 10.56) - @

hctiviy 0000 (Default) ~ | @ Inactive

Cost Centre soee + @ invatid

Nominal Aceount 34002 (IT Hardware Accessories) - @

10.0.0000.e@@@.34002 °
Account 10,0000, 88 34007 fied the vabation checks

R o

T,
X

Account

Components  Accounts

Entity 10 (LSE) A °
Activity 1000 (Cperating - Core) - @
Cost Centre - 9
Nominal Account 34001 (IT Hardware) K ]

10.0.1000."  +.34001 °

oK Cancel

o If there are multiple lines on the requisition, you will need to complete the process
above for each item. On completing the final line tick the button below to ensure all
lines are charged to your designated code

J

| F 1 Araluaiy RELUVEI auie - .. -

Apply Cost Account To All Lines Add Another Cost Account




13. Save and Submit for Approval:
e Save the information — click “Save”.

Requisition (RQDD028535) » < LSE Purchasir
1 item, Total (Exclusive) GBP 678.54 Mar-2024 11:02 '

OO Reguested iams

Base, Dell Latitude ©

Cantract { Framework Reference No.

5 Costing Summary NDNA UNAPPROVED
1 dissaction
Additianal Comments for Procurement Requiiten
1%, settings e
LT
C=o = Contact Details e
Required 20-haa [
Contact Details (if raised on behalf on another user) Rt
v Addresses. a1
i
Akiress M imed External Reference
United kingriom
Spaar Reference DGE Staff Onky) [o— oy e O Ry eere
| ) Authorisation History -
E 2items Planon Reference (Estates Staf Only)
—
%, Attachments scim s s
0 Amachmerns Cost Account
Tota
Charge Type * Charge code *
UUKDEFAULT (Default Item_.. = || IT_CATALOG (IT Catalogue)
Ledger + Account *
GL(Z3GLAL - || 10.0.0000.1035.32002
1 VAT Rate
1 P1 (Partially Recoverable
i
i Apply Cost Account To Al Unes | Add Anather Cort Account
Powered by TechnologyOne | Enterprise saftware, ncredbly simple Oscaver 2

e Submit the request for approval — click “Submit for Approval”.

Submit for Approval

Requisition (RQ00028535) & =<
1item, Total (Exclusive) GBP 678.54

™= Requested Items

Requested Items o

1item
¥ P 1record. =T
= Costing Summa .
= m,s |n§ — Base;Dell Latitude 5340 XCTO Base G00DS
issection
DELL CORPORATION LTD | 210-BGBF GBP 814.25
678.54 (Ex)
i Quantity Unit Amount (Inclusive)
#:::: Settings 1.00 814.25 =
LSE purchasing | - £E 1 DISSECTION
B o REQUIRED 20-MAR-2024 & 110

Required 20-Mar-2024

ElE2

@ Addresses

e You will then be notified that the requisition has been successfully submitted for
approval.

W

1 SAVED MESSAGE

& Successfully performed Submit for Approval.

e Please note you order will not be placed until budget holder approval has been given
via the One Finance approvals process. Any delay in budget approval will impact the
estimated delivery date quote in the Dell portal.



