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Computer Ordering Widget (COW) user guide
Overview

New devices and accessories for state usage are ordered through the Computer Ordering Widget (COW). This guide
walks users through the process of ordering devices and accessories.

Procedure

Ordering 1-9 devices
1. Go to the following website: https://oklahoma.service-now.com/sp.
2. Inthe Computers section, select Order New Devices and Accessories.

-

Computers

Order new or reguest help
with devices and accessories.

( Order Mew Devices and .&.ccessor@

efresh Device
Reguest Help for Device

Software Approval Request and Install

3. Inthe Categories menu on the left, under Computers and Accessories, there are Categories
options for Accessories and Desktops and Laptops. Both options can be
expanded further by selecting the (+) sign to the left of the menu option.
Expand Desktops and Laptops and then expand Desktops and
Laptops/Notebooks. B Computers and Accessories

Access & Accounts

Business Application Lifecycle Manage...

B Accessories
Bulk/Custom Accessory Orders
Bundles
@ Individual Accessory ltems
= Desktops and Laptops
@ Desktops
B Laptops/Notebooks
Bulk/Custom Laptop/MNoteboo...
Lease

Purchase
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https://oklahoma.service-now.com/sp

the desired option to order.

Laptops/Notebooks

Desktops and Laptops Sub-category

Bulk/Custom Laptop/Notebo...

Lease | Basic Precision 3580 (...

Dell Purchase items - Bulk or Custom

order request

View Details

Lease |Developer Precision 7...

_— i7,32GB (2x16GB}, 1TB
f&®B [ 55D, Nvidia T1000 6GB,

MNon-Touch

View Details $2,846.00

Purchase |Developer Precisio...

1 i7,32GB (2x16GB), 1TB
/& [ S5D, Nvidia T1000 6GB,

Mon-Touch

View Details $3,076.16

Note: Some categories have more options than appear on the initial screen. Select the Show More Items button to

see additional items.

J i5, 16GB (2x8GB), 256GB
5D, Nvidia A500 4GB,

Non-Touch

View Details $1,527.00

Lease |[Economy Latitude 344...

i5, 16GB (2x8GB), 256GB
SSD, Intel Iris Xe Graphics,

Non-Touch

View Details $1,159.00

Purchase |Economy Latitude ...

i5, 16GB (2x8GB), 256GB
SSD, Intel Iris Xe Graphics,
Non-Touch

View Details $1,095.15

4. There are options for bulk/custom orders, lease and purchase. Bulk orders are orders of 10 or more devices. Select
either Lease or Purchase. Once the category selection has been made, images for available options appear. Select

Lease | Premium Latitude 744...

i7, 16GB (2x8GB), 256GB
J SSD, Intel Iris XE Graphics,

Touch Screen

View Details $1,712.00

Lease |Rugged 5430 | 36 Mont...

i5, 16GB (2x8GB), 256GB
J 5SD, Outdoor Viewable,

Mon-Touch

View Details $1,793.00

Purchase [Mobile Basic Precis...
j i5, 16GB (2x8GB), 256GB
- SSD, Nvidia A500 4GB,

Mon-Touch

View Details $1,498.24
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An order form appears requesting Lease | Basic Precision 2580 (10-Key) | 36 Month FMV Lease -

additional information about the Payment $44.47 for 36 Months
l’eqUGStOF, agency and type of i%, 16GE (ZXBEE], 23558 550, Mvidia ASD0 46E, Man-Touch
service. Complete the required

fields.

ndicates requirad

Requestor Information

Requestor First Names Aeguestor Lask Mame

| Diesnn |

Romine |

Requesior Email Address Aeguastor Phone

| Desnn.RomineDomes. ok gor | +4 (409} 363-55T |

Requestor Employee Number

| 125404 |

Requested For Information

*Emplayes Type

Agency {aka Affiliste} * zarvice Tyoe

€ | DFice 0¥ Mansge—ant And Entsrerise Sars T I |--'.cr-|— | - |

'@ Add sttachments

On the right side of the screen, select the desired quantity

Quantity:
of devices and then select the Add to Cart button. g

1

Price: §1,327.00

Defivery Times O Days

| = Fdd to Cart |

Required information
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If accessories are also needed, select Computers and Accessories at the top of the screen, then expand Accessories

in the Categories menu and select either Bundles or Individual Accessory Items.

Home 2 ServiceCatalog 2» Computers and Accessories

Categories
Access & Accounts
Business Application Lifecycle Manage. ..
=l Computers and Accessories
Bl Accessories
Bulk/Custom Accessory Orders
Bundles
[ Individual Accessory Items
Cables
Carrying Cases
Displays
Docks
Keyboards & Mice
Peripherals
= Desktops and Laptops
@ Desktops
2 Laptops/Naotebooks
Bulk/Custom Laptop/Noteboo...

Lease

Select the desired accessories and
guantity for each and Add to Cart.

?  Accessories

Accessories

APC Back-UPS 600VA UPS Bat...

l APC Back-UPS 600VA UPS

584.15

View Details

€26 10ft DispalyPort to HDMI ...

BUFFALQ MediaStation Porta...
BUFFALO MediaStation

- Portable DVD Writer - Disk
drive - DVDzRW

View Details $35.90

€26 10ft Mini DisplayPortto ...

Bulk/Custom Accessory - Pur...

Dell Purchase items - Bulk or Custom
order request

View Details

C2G 10ft Select High Spesd H...

C2G 10ft DispalyPort to HDMI Adapter
Cable

View Details 521.72

C2G 6ft Cat5e Ethernet Cable ...

to DisplayPort Adapter
Cable

C2G 10ft Mini DisplayPort

View Details $12.52

C26 6ft DisplayPort to HDMIA...

C2G 10ft Select High

‘ Speed HOMI Cable with

Ethernet

View Details $15.02

Dell 14 Portable Monitor - P1...

C2G 6ft Catse Ethernet

@B Cable-Snagless
Unshielded (UTP) - Blue -
patch cable - 6 ft - blue

Wiew Details §0.18

€26 6ft DisplayPort to

‘ HDM! Adapter Cable

View Details $24.21

Showing 9 items

Show More Items

Latitude and Precision 300 and 500 Series Best Peripherals Bundle

Requestor

Dell 14 Portable Monitor -
E P1424H, 35.56 cm (14.0"

View Details $220.90

IO Desnn Romine

Quantity: [ 1

Requestor First Name

Requestor Last Name

Price: $683.52

[

| [romme

l Delivery Time: 0 Days

Requastor Emall Address

Requestor Phone

l "= add to Cart l

I Deann Romine@omes.ok.gov

l l +1(405) 365-3578

- TN

Requestor Employee Number

I 126404

Requested For Information

* Employee Type

Required information

Employee Type

I —None -

Agency (ska Affliate]

I @ | Office OF Managemant And Enterprise Serv

@ Add attachments
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6. Select the Submit button to complete the order. A Request Summary page appears with the assigned request

number of your order.

Home » ReguestSummary

Submitted : 03/02/2023 14:31:23

Request Number : REQ0104591

ltem Stage

Lease | Mobile Premium
Latitude 7430

Lease |Basic Desktop OptiPlex
T000-i5

Price (each)

$1,403.00

$1,022.00

Quantity

Total

$1,403.00

$1,022.00

Total: 52,425.00

7. After the order is complete, the requestor’s manager (or agency-wide approver) receives an email to approve or
reject the request. Once approved, the agency procurement team works through the steps in PeopleSoft Financials
to create the purchase order for the order to proceed. When the PO is complete, it is automatically sent to Dell for

processing.

Tasks are created for:

e OMES Asset Management team to verify equipment when received.
e OMES Deployment team to deploy the equipment.

Note: You can also order equipment by going into either of the following links:

e https://cow.omes.ok.gov/.

e oklahoma.gov/servicedesk.

Bulk or custom orders

This section is for ordering 10 or more devices or if ordering a custom (not listed in the selection) device.

1. Go to the following website: https://oklahoma.service-now.com/sp.

Page 5 of 9


https://cow.omes.ok.gov/
https://oklahoma.gov/omes/services/information-services/is/service-desk.html
https://oklahoma.service-now.com/sp

2.

3.

In the Computers section, select Order New Devices and Accessories.

In the Categories menu on the left, under Computers
and Accessories, expand Desktops and Laptops and
then expand Desktops or Laptops/Notebooks by
selecting the (+) sign to the left of the menu option.

Select either Bulk/Custom Desktop Orders or
Bulk/Custom Laptop/Notebook Orders. Once the
category selection has been made, select the
Bulk/Custom order option to the right.

=

Computers

Order new or reguest help
with devices and accessories.

G)r:ler Mew Devices and .i'-.cce-ssoriED

Refresh Device

Software Approval Request

Request Help for Device

and Install

Home » ServiceCataloz ¥ ComputersandAccessories 9 DesktopsandLaptops ¥  Laptops/Notebooks 3

Bulk/Custom Laptop/Notebook Orders

Categories
Access & Accounts
Business Application Lifecycle Manage...
&) Computers and Accessories
] Accessories
Bulk/Custom Accessory Orders
Bundles
[ Individual Accessory ltems
H Desktops and Laptops
2 Desktops
B Laptops/Notebooks
Bulk/Custom Laptop/Notebo...
Lease

Purchase

Bulk/Custom Laptop/Notebook Orders

Laptop/Motebook - Subcategory

Bulk/Custom Laptop/Notebo...

Dell Purchase items - Bulk or Custom
order request

View Details
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5. Complete the order form that appears, selecting the requestor, agency, type of service, bulk order information and
ship to location information for order. For custom orders, enter the custom information in the Add more details for
the selected item field.

Enter the quantity in numbers.

Download the Bulk Order Template. This template needs to be completed and submitted with the order of bulk

a.
b.

devices.

Upload the completed Bulk Order Template once completed.

Regueste

[0 i -]
Requester S Hame segusstor LastMame.

= | [omime |
Requestor Emeil Address feguestor Fhane

[ —— | [ e camzerame |

Requester Emaleyes s

= |

sgency (ske AFilists]

Bulk Order Details

42 you mauesting bulk orcer or for bulk users? 1 mare then itema are requssied or dhiafimm s requested for marsthen s uses, alesss

chech ez
. ord
‘Salact e Sar Bulk Ordar

238 mare datsils for the selactad item

*2lease mention the quantity m numbers!

Bulk:Order Temglat= - Please Dawnload, Camplete,

*Plzase Uplosd the Attachment with Eulk Order Detsia. To camply with the arocess, plesse downlond the aravided templste, complete
the fielda sod sttach thetemplats = the raquast.

Ship to Location Information for Order

[] Multiple shipping scdrezs Iocation nesded

* ship ta Location * Country

| © 2115 Lincaln Bhd, DU, D% 75428 (Jute Cacder] ® | N | | € United Shatea of bmariza * | . |

[ wocstion ot Listed

[ JeTp—

Delivery Time: 0 0ays

[= e |

Required information

Piasas rarion the uanity in nemben)
Plamas Licuat e Atimhmed e Bull D Duiain. T ety it om prcmss, plasam devrmiondd
‘tha orovided tamclats, compebs the fikda and affach Sua barrciate b S rgue

6. When the form is completed, select the Add to Cart button on the right.
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If accessories are needed, select
Bulk/Custom Accessory Orders
and complete the form.

Requeztzr

[ @ [asmarine -]
Requesiar S Hame Sequmster Last ame

= | e ‘
Requestor Emeil Address sequestor Phone

e | [ !

FaquasteEmalyze humser

o \

agancy laka s

[T ——— ‘]

Bulk Order Details

e you requesting bulk erder er for Bulleusers? I mare than S items are requested orthia tem larequested for mare than uses plesse

check es
- .
‘Sziect iuem for Bulk Order

~dd mare detsils forthe seieced itam

*=lasze mantion the quantity (n numbers)

EulkOrder Template - Fleaze Download, Complets, and sttach

*Slmaze Uplosd the stachment with Sulk Order Detsil. To comply with the process, plesse domnlosd the provided template, complete
the felds and sitachthe template o the raquest.

Ship to Location Information for Order

[ multisle shipping acdress Iocstion nesded

*zhipta Location * Counary

e — <[

‘ R —— " |-

[ tocstion Nt Listed

[ JrR—

Defivery Time: 0 Deys

[= T |

Faquired informtion
‘Selact e for Bulk Order | Plasss mention S quantity (i memban)

vith Eha process, plasas deurlcad
et

e T corty
tha provided iamplabe, sopiete the fiekda and aftach B tampiste ot

When all items have been added to the shopping cart, select View Cart and then Proceed to Checkout.

Your item has been added to your Cart. To make changes to the items in your cart, click View Cart

Item

Bulk/Custom Laptop/Notebook - Lease/Purchase

Dell Purchase items - Bulk or Custom order request

Bulk/Custom Laptop/Notebook - Lease/Purchase

Dell Purchase items - Bulk or Custom order request

Continue Shopping ‘ ‘ Save as Bundle

Quantity

‘ Clear Cart ‘ Proceed to Checkout
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9. Select the Checkout button on the Order

, : .
Confirmation page. Order Confirmation

Request for @

& Delivery Information (Optional

[ Special instructions (Optional

Add attachments @ | Cancel |

10. The Request Summary page appears showing the details of the order.

Home » ReguestSummary Q

Submitted : 03/02/2023 14:31:23

Request Number : REQ0104591

Item Stage Price (each) Quantity Total
Lease | Mobile Premium $1,403.00 1 $1,403.00
Latitude 7430

Lease |Basic Desktop OptiPlex $1,022.00 1 $1,022.00
7000 -5

Total: 52,425.00

Bulk orders are sent directly to Dell and Dell emails a quote to the requestor of the bulk order. Once approved by
the agency, the agency creates a PO and emails it back to Dell for processing.

Tasks are created for:

e OMES Asset Management team to verify equipment when received.
e OMES Deployment team to deploy the equipment.
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