. Sam Houston State University

Placing Xerox Punch Out Orders in BearKatBuy

This training sheet will assist you in creating Punch Out Orders for Xerox copiers in BearKatBuy.
All copiers on this Punch Out are for 36-month leases. There is no option to buy copiers off of
this Punch Out.

1. In BearKatBuy click on the Xerox tab under the Punchout Suppliers section.
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Xerox g,

2. This will open up the Xerox Punch Out catalog and bring you to the following landing
page. This is the Xerox welcome page.

Xerox G) Equipment Ordering Portal

Portal Home | Shopping Cart
Click here to Order Equipment

Welcome. Sam Houston

Welcome

This

Xerox has dedicated resources to support all of Sam Houston's locations. Click here for Xerox resources.




3. From here to order equipment simply click on the Click here to Order Equipment link just
below the Xerox logo.

Xerox :) Equipment Ordering Portal

Portal Hom
Click here to Order Equipment

Welcome Sam Houston

Punchout User
Sam Houston

Welcome

kAW

4. This will bring you to a screen that shows the four Multifunction copiers that are available
for Sam Houston State University. The search menu on the left side is not be used by Sam
Houston State University as all of the copiers have these features. However, Xerox
cannot remove this search menu, as it is part of their punch out catalog.

Xerox i\ Equipment Ordering Portal o] [

Portal Home | Shopping Cart

| Click here to Order Equinoment |

Search by Requirements Multifunction - Black & White

O col > Altalink® C8030 > Altalink® C3045
- Lolor - > AltaLink® C8055 > AltaLink® C3070
'/ Black and White n
N
Ceopy [ erint -
[scan [JFax =
=

Start Over
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5. To look at the copiers click on the name of the copier you would like to view. The copier
names are on the right side in orange.

= Altalink® Ca030 = Altalink® CE045
= Altalink® Ca055 = Altalink® Ca070



6. When you click on the link to each copier it will bring up the description of the copier
along with everything that is included in the 36-month lease. There are also links to
Virtual Demos, Product Brochure, and Detailed Specifications. The price that is given is
the monthly lease price for each copier.

Xerox i\ Equipment Ordering Portal e B

Portal Home | Shopping Cart

Click here to Order Equipment

AltaLink® C8045

Product Overview

w = Color MFP with suppaort for Tabloid/43
= Xerox® Connectiey® Technology enabled smart Workplace Assistant
\ = Copy, print, scan, email, cloud
> = |deal for mid to large workgroups
= 10" color, customizable tablef-like user interface
- = Speed: 45 ppm Color, 45 ppm Black
i = Standard paper capacity: 2,180 sheeiz
—_— = Maximum paper capacity: 5,140 sheeis
= = Recommended Monthly Print Volume: Up to 18,000 pages per month ppm
= = View Virtual Demo
2 = Product Brochure (PDF)
" ) = Detailed Specifications (PDF)

Common Configurations
Below are your pricing oplions. To select a configuration and term option, click the price.

1 Month Lease

AltaLink® C8045H Color Multifunction Printer with Office Finisher and Fax - Lease Term 36 Months $203.09
Product Overview

= Color MFP with support for Tabloid/A3

= Xerox® Connecikey® Technology enabled smart Workplace Assistant

= Copy, print, scan, email, cloud

Ideal for mid to large workgroups

10" color, customizable tablei-like user interface

Speed: 45 ppm Color, 45 ppm Black

Recommended Monthly Print Volume: Up to 18,000 pages per month ppm
High Capacity Tandem Tray (2 trays x 520 sheets, trays 3 & 4 = 2,000 sheets)
Total Lease is 36 Months

Pricing Shown is for 1 Month

Delivery Included

Training Included - at time of install

Machine Set-up

Includes 75,000 E&W Printz Only

Overages: B&W 0.0051, Color 0.0456

Additional Bundied Accessories:

= Office Finisher LX
= 1§ Line Fax
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7. Once you have selected which copier you would like to lease you will click on the monthly
price amount to go to the Add to Cart Page.

1 Month Lease
% 203.09



8. The following screen will appear. From this screen click the orange Add to Cart button to
add the copier to a Xerox cart.

Xerox "‘:\ Equipment Ordering Portal sea B

Portal Home | Shopping Cart

Click here to Order Equipment

AltaLink® C8045H (C8045H/OFC-C80/FAX-1LINE) BW Click Rate 0.0051, Color ClI
ick Rate 0.0456. Term 36 Months

Product Configuration Product Overview

= Color MFP with support for Tabloid/A3

= Xerox® Connectkey® Technology enabled smart Workplace Assistant
= Copy, print, scan, email, cloud

= Ideal for mid to large workgroups

| =
d = 10" color, customizable tablet-like user inferface
= Speed: 45 ppm Color, 45 ppm Black
Ni = Recommended Menthly Print Volume: Up to 18,000 pages per month ppm
» = High Capacity Tandem Tray (2 frays x 520 sheets, frays 3 & 4 = 2,000 sheets)
= Tolal Lease is 36 Months
- = Pricing Shown is for 1 Month
= Delivery Included
= Training Included - at time of install

L — = Machine Set-up
= Includes 75,000 BEW Prints Only
B = QOverages: B&W 0.0051, Color 0.0456

Additionsl Bundled Accessories

s Office Finisher X
s 1Line Fax

. PY Altalink® C8045H Color Multifunction Printer with
Base model configuration: Office Finisher and Fax - Lease Term 36 Months
1 Month Lease § 203.09

Total:
§ 203.09

[ oo W awocar |
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9. On the next screen, you will enter in the quantity. The Quantity will be the number of
months that the copier is being leased for that current fiscal year. Example: If ordering
in September the Quantity is 12 months, if December Quantity is 9 months. Once this is
completed you can click on the grey Update Quantity button so it will reflect the updated
cost for that lease period. You will then click on the orange Submit button.

Xerox ;) Equipment Ordering Portal Searh [

Porial Home | Shopping Cart

Click here to Order Equipment

Shopping Cart

Information:

S [ S I

AltaLink® CBO4SH (CBO45H/OFC-CBO/FAX-1LINE) BW

[~ click Rate 0.0051, Color Click Rate 0.0456. Term 36 1Month Lease $20308  s182781 (oo
Months
Shipping: 30.00
SubTotal: 5182781
Tax: 50.00
Total:  $1827.81
m—e——
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10. This will prompt a message asking you to verify that you are sending this shopping cart to
a BearKatBuy cart. Click on the grey OK button if you are ready to submit. If changes
need to be made click on the grey Cancel button.

Xerox ‘;\ Equipment Ordering Portal Searc] [

Portal Home | Shopping Cart

Click here to Order Equipment

*ou are about to submit this shopping cart. Please make sure all shopping cart details are

o o coneo

Click "OK" to continue and "Cancel” to refurn to the shopping cart.

Shopping Cart

Information:

N e T S N I

AltaLink® CB045H (CB8045H/OFC-CBO/FAX-1LINE) BW

[F  Click Rate 0.0051, Color Click Rate 0.0456. Term 36 1 Month Lease 5 203 09 s1grer ool
Months
Shipping: 50.00
Sub Total: 5 1827.81
Tax: 50.00
Total: $ 1827.81
D 1111 1] | —
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11. This will place the cart in the BearKatBuy checkout screen. If you will notice the click
rates for Black and White and Color are now showing in the description. From this screen
choose the Proceed to Checkout button and go through the normal procedures of
completing a Requisition.

Shopping Cart sor seremy samett 4 Continue Shopping 9 item(s) for a total of
st
Name this cart: |2017-12-04 eb037 01 hand

.

1,827.81 us0

5D

Have you made changes? 2 | T Help [Add Non-Catalog item | [ Add Trade-in | [ Empty Cort | [ Create New Cart | | Perform an action on (0 items selected)... v | Selectll [J
5] Xerox Corporation more info.. Add Non-Catalog ltem | | Add Trade-In
BU Business 10

PO Box 731892, Dallas, TX 753731892 US
The item(s) in this group was retrieved from the supplier's website. What does this mean?

You can ne longer access this item(s) on the supplier's website. What does this mean?

Line(s): 1
Product Description Unit Price Quantity Total []
AltaLink® C8045H (C8045H/OFC-C80/FAX-1LINE) BW Click Rate 0.0051, Color Click Rate 0.0456. Term 36 Months ¢- 203.09 UsD 9 1,827.81uUsD o
MON
Part Number ~ C8045H,/OFC-C80/FAX-1LINE_SMH Shipping 0.00 USD
Handling 0.00 USD

Manufacturer  Xerox

[onors actons] -

Supplier subtotal

1,827.81 u=o



12. On the External Notes and Attachments screen you will need to enter in a Note to all
Suppliers. This note will include the months that this lease covers. When the copier
arrives go into the Purchase Order and add a comment with the serial number. For
subsequent years in this section you will include the copier serial number, the months
that this lease covers along with the prior years Purchase Order number(s).

External Info

Note to all Suppliers Months 1-9 of 36 month lease A
Copier Serial # 65496787]

v

expand | clear

13. For any and all subsequent years of this lease you will use the Punch Out catalog to add
the copier that you are leasing and the number of months for that year as your quantity.
You will also include the Note to all Suppliers information as indicated above. Once again,
for overages a separate Blanket Order will need to be created.

14. A separate Blanket Order must be created for each fiscal year to cover copier overages
for this machine. Please include the copier serial number and lease PO number as a part
of the description on the Blanket Order.



