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Data & Technology Services How to Guide

How to view and purchase Apple IT
equipment

This guide will show you how to select and raise a purchase order for Apple IT
equipment (see separate document for non-Apple products)

1. Open OneFinance and go to the “My” tab
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ck on the red “Add” button located at the top of the screen

Enterprise search

Requisitions Requisition Lines Templates

‘YJ 1 record.

©
. RQO0019586 Requested 09-Dec-2021 by

4. Select “Browse a supplier website”. Select Apple Campus Delivery - XMA from the

drop-down list.
E Ad hoc request

E Erowse the supplier catalogue
A Browse the internal catalogue

@ Erowse a supplier website

Create a blank requisition
' Browse the internal catalogue

9 Browse a supplier website
| ("] Apple Campus Delivery - XMA

0 Dell - Home Delivery UK

0 Dell - LSE Campus Delivery

0 Lyreco

5. You will taken to the XMA HE hub.

User: LSE-PIPO

Apple | AV &Peripherals | My Account

LSE's HE Hub

Welcome to the HE Hub, where you can make institutional purchases for the London
School of Economics and Political Science, from a range of IT products which have been
pre-approved by the University.

For staff and students that wish to make personal purchases, please visit
www.theEDUstore.co.uk.

XMA and Apple
We are recognised by Apple as an Apple Solution Expert in Education for our understanding of

how to apply their products and solutions in learning and teaching contexts. And, as an Apple
Authorised Service Provider, we are certified to fulfil repair services on Apple’s behalf.

Higher Education Apple Framework

. 01727 201 860
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Your Account Team

Account Director: Mazen.ElSayed@xma.co.uk
Senior Account Manager: Jacinta.Desousa@xma.co.uk
Orders: HESales@xma.co.uk

Web support: eCommerce@xma.co.uk

Phone: 01727 201 860
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6. To browse the items available. Place your cursor over “Apple” located in the grey
banner at the top of the page. A list will appear. Click on the item that you wish to
purchase. Alternatively, you can use the search tool at the top right-hand side.

Apple | AV & Peripherals | My A _ount 0 items - £ 0.00 (+VAT,

MacBook Air
{ 01727 201 860

MacBook Pro
iMac
iMac Pro
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Mac Pro
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iPad

iPad Pro 11" Your Account Team

Account Director: Mazen.ElSayed@xma.co.uk
iPad Pro 12.9" Senior Account Manager: Jacinta.Desousa@xma.co.uk
Orders: HESales@xma.co.uk
Web support: eCommerce@xma.co.uk

iPad Air Phone: 01727 201 860

iPad mini

he xma.co.uk/search-results?filter=9:Apples,

This will bring up a list of the items available in that category. Pick which item you
wish to purchase and select “Add to Basket”.

Price Range

Al

MRS Recommended: High to Low v

MacBook Air 13-inch Apple M1 chip - 8GB -

256GB SSD - 16-core Neural Engine - Backlit 1 Add to Basket
Magic - British Kbd/UK Power - Space Grey

£ excl. VAT / £ incl. VAT Add to Favourites

Stock: 250 in stock

MacBook Air 13-inch Apple M1 chip - 8GB -
512GB SSD - 16-core Neural Engine - Backlit 1
Magic - British Kbd/UK Power - Space Grey
- incl VAT

Stock: 14 in stock

You can then either select “Continue shopping” if you have further items to select,
or “Proceed to basket”.

The item has been successfully added to your basket X

MacBook Air 13-inch Apple M1 chip - 8GB - 256GB SSD

- 16-core Neural Engine - Backlit Magic - British
Kbd/UK Power - Space Grey
Code: MGN63B/A-4YR

1xE Incl. VAT

Proceed to basket
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9. Select “Go to Checkout”.

My Basket

MacBook Air 13-inch Apple M1 chip - 8GB - 256GB SSD - 16-core NSga
: - Backlit Magic - British Kbd/UK Power - Space Grey
Product Code: MGN63B/A-4YR Remove | Update

Quantity Subtotal

£

All applicable Apple devices in your basket will be enrolled in your institution's Device Enrolment Program\\

Save Basket Save/Send Quote BJ i Continue Shopping Go to Checkout B

This will take you back to your requisition in OneFinance. You will need to make
some amendments here before your purchase can be submitted for approval.

10. Go to the left-hand side of the screen and click on “Requested Items”

Subrmitfor Approval

Requisition (RQ00020863) & <

1 item, Total (Exclusive) GBP

LSE Purchasit

Changed by at 25-Feb-2022 1€

E Requisition

Status Entered

™ Requested Items

= UNAPPROVED
item

= Costing Summary Requisition RQ00020863

1
dissection Reference

Issued 25-Feb-2022
% Settings Required 04-Mar-2022
LSE purchasing location Requisition User
Required 04-Mar-2022
Requisition Total

Additional Details

Submitfor Approval

Requisition (RQ00020863) & <
1 item, Total (Exclusive) GBP

Changed by

[3 Requisition Requested Items
Status Entered
¥ O 1record.

o
1B Requested ltems MBA SG M1 8C 8GB/256 SSD 16C NE 4YR

T titem
XMA Ltd | MGN638/A4YR

. XMA BRI Unit Amount (Inclusive)
= Costing Summary C 1.00

1 dissection -
REQUIRED 04-MAR-2022 8793

% Settings

LSE purchasing location
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12.In the “Comments” box, enter the name, email address and room number of the
person who will be receiving the order.

PR Requested items

MBA SG M1 8C 8GB/256 SSD 16C NE 4YR

Line Source
Web Catalogue

Description
MBA SG M1 8C 8GB/256 55D 16C NE 4YR

Long Description

MBA SG M1 8C 8GB/256 55D 16C NE 4YR
Supplier Product

MGN63B/A-4YR

Comment

13. Scroll down the page to “Delivery Point” and enter 110 (DTS-Administration).

Goods / Service Due * . || VAT Rate *
Goods 04-Mar-2022 S(Standard Ra..

Quantity Unit Name
1 EA

Unit Amount (Exclusive) Line Amount (Exclusive)

Delivery Point Type * Delivery Point *
UUKGEN (LSE Delivery Poi... « || 793 (Post Room-AV Teachi... v

. Scroll down to Cost Account. Check that the Charge Code and Budget Code are
correct and amend as necessary.
~ Cost Account

Charge Type * Charee Cade *
UUKDEFAULT (Default Ite... ~ || 10 @eee

Ledger * Account *

GL (22GLACT) 10.0.1000. @CQE-CEEAQ®@

VAT Rate *
P1 (Partially Recoverable- ... =

15. Save the page.

- \

#Desktop PC: HP EliteDesk 800 G8 SFF i5 Cancel

Contract / Framework Reference No.

Additional Comments for Procurement

16. Repeat Steps 9 through to 13 for every item that you are ordering.

17.You can now click on the “Submit for Approval” button located at top left-hand
side of the page.

Page | 5
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Submit for Approval

Requisition (RQ00020863) & =

1 item, Total (Exclusive) GBF

18. Your requisition will go to the budget holder for them to approve. Once approved,
a Purchase Order is sent to the Supplier.

19. You will be contacted by the DTS Service Desk to arrange configuration and/or
installation.






