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Select the Lenovo punchout tile from the Shopping Home Page.

Note – your department may 
require a tech request.  Check 

with your IT Pro before ordering 
computer equipment.



Click the section one of the tabs: Laptops, Desktops, or Workstations within the catalog.
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Shop for the item you want and click the Add To Cart button.
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Click the Add To Cart button.
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Once item is added to cart, you have the option to click Continue 
Shopping, or if you have finished shopping, you can click Go to Cart.
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When all items are in the cart and you are ready to check out, click Lenovo 
Checkout to return to UD Exchange.
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In UDX, enter a name for your cart (changes will save automatically).
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In the line details of the Requisition, complete the Internal Note/Business 
Justification section with a detailed business justification.
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When done, click on the Proceed To Checkout button. 
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Complete each section on the draft requisition page. 
See Adding Details to Shopping Carts for additional information.

https://www.udel.edu/content/dam/udelImages/procurement/trainingresources/udx/goodsvcs/adding-details-carts.pdf
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When done:
• If you are a Requester, click Place Order
• If you are a Shopper, click Assign Cart to assign it to a Requester



Item(s) Not Found  

Item(s) Not Found  
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If item(s) not found in catalog, click on the headset icon and Account Team to get a member 
of the account team to quote the item and add it to the catalog.



   

Lenovo Account Contact Information
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Lenovo Account Contact information is 
in the Contract Summary, which can be 
accessed from the link in the punchout 
order, or following the steps in slides 3-
10 of the Finding Supplier Information
guide.

http://www1.udel.edu/procurement/restricted/guides/finding-supplier-information/finding-supplier-info.pdf
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Questions: 
• procurement@udel.edu

Resources:
• Procurement Services Website
• Shopping Using Punch-Out Catalogs
• Adding Details to Shopping Carts
• Assigning and Unassigning Shopping Carts to and from Requesters
• Adding Financial Information to Requistions
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